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Chapter 1 Circulation Training
Overview

The Beaufort County Library Circulation Training guide is designed to provide a basic
understanding of the Evergreen Circulation software capabilities, and a navigation overview of
the Evergreen client.

The main goals of a library’s circulation department are to charge out material to registered
users and to receive and process returned material. Since record keeping plays an important
role in every aspect of circulation, constant updating of the records is necessary. The Evergreen
Circulation module manages customers, items, charges, holds, and billing information.

This training guide explains how to navigate and use the Evergreen Circulation software.

Evergreen Overview

Evergreen, the open-source software developed by the Georgia Public Library Service, is the
Beaufort County Library staff interface to the South Carolina Lends(which stands for South
Carolina Library Evergreen Network Delivery System) system. It provides a single graphical
client encompassing all areas of library operations.

Registering Workstation and First-time Login

The first time a staff user logs in from a particular workstation a log in screen will appear.

The Message in the Workstation section is an indication that the client software is not yet set up
for use.

The following procedure will correct this condition. Once this procedure is completed, you can
proceed directly to login to the staff client (page 11).

The initial login screen (Figure 1) will require that a Hostname be entered in the box provided in
the Server section in the top left quadrant of the screen

! The Evergreen staff client must be assigned to a library and given a unique name before it will
connect fully to the Evergreen server. The only restriction is that the workstation's name must

be unique within the assigned library. These names appear in statistical reporting, and can also
be handy when troubleshooting.
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@ Evergreen Staff Client - rel_1.4 0.4 | = =] &= |
Startup and Shutdown
[Ab‘)”t this client... I [ Open New Window Locale: | ooy English (United States) B Apply Locale
Server Workstation
Hostname | demgo.gapines.org BROOK-HQ-instructor

Status 200: 0K
fl Version 404 : Not Found

Authentication Offline Use

Username Standalone Interface
Password Export Transactions
Login Import Transactions

[ Exit Evergreen ]

I;igure 1 First tim-e startup
Enter the hostname (URL) for your library in the box in the Server section in the top left
qguadrant of the screen (Figure 2). In the illustration below the hostname is
sctest.evergreencatalog.com and press Re-test Server. You should see the Status and Version

turn to Ok.
@ Evergreen Staff Client - rel 1.4 0.4 ‘ =B 8| _|1
Startup and Shutdown
[About this client... I [ Open New Window | L0<al€ | o s, English (United States) |Z|

Workstation

sctest.evergreencatalog.cc Mot yet configured for the specified server.

Re-Test Server
Status

Version 200: 0K

Authentication Offline Use

Username Standalone Interface

ko Export Transactions

[ Exit Evergreen

Figure 2 Entering a Host Name

Now log in by entering a Username and Password in the Authentication section located in the
lower left quadrant of the screen (Figure 3) and press Login.
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@ Evergreen Staff Client - rel_1 4,04 SIE =]
Startup and Shutdown
[ About this client... | | Open New Window | Lo%IE | cn.)5: English (United States) Apply Locale
~ Server ~ Wor

Hostname sctest.evergreencatalog.cc Mot yet configured for the specified server,

Status 200: 0K
Version 200: 0K

Authenticati Offline Use

Standalone Interface
Import Transactions

[ Exit Evergreen ]

Figure 3 Entering a User Name and Password
You will be prompted to enter a workstation name and library to register the client. Type in the

name for the workstation that has been assigned by your systems administrator (it must be
unique). Next choose the library from the drop-down menu beneath the name slot. Once you
have selected the library, click on the Register button to the right.

Evergreen Staff Client - rel 140 4

Startup and Shutdown
[About this client... ] ’ Open New Window l Locale: | . ys; English (United States) IZI Apply Locale
~ Server ~ Waork

Hostname sctest.evergreencatalog.cc

Status 200: OK
Wersion 200: OK

Register

~ Authentication
Username | _ i1

Password | s

Exit Evergreen

——

Figure 4 Entering a Workstation Name

A dialog box should appear with the message “Registration successful.” Click on the OK button.
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@ Evergreen Staff Client - rel 1.4 0.4 | = |

Startup and Shutdown

’Aboutthisclient...] ’OpenﬂewWindow Locale: en-US: English (United States) IZI Apply Locale

~ Server Waorl

i Hostname | . tect evergreencatalog.cc

mal T; t http://sctest. tal
Status 700 g = Page at http//sctest.evergreencatalog RS

Version 200: Q)

Register
1. Registration successful

~ Authentication —|
Username | _jin | Standalone Interface

Password | s Export Transactions
Login Import Transactions

Exit Evergreen

Figure 5 Sucessful Registration

The screen will reappear with the name of the workstation in the Workstation section in the
upper right quadrant of the screen.

“ Evergreen Staff Client-rel 1.4 0 4 @

Startup and Shutdown
’About this client... ] ’ Open New Window Locale: | s, English (United States) IZI Apply Locale
~ Server ~ Work

Hostname | o tect evergreencatalog.cc BEAUB-Instructor

Status 200: OK
Version 200: OK

Auth

ication Offline Use

Username | 3qmin Standalone Interface
ogn | [ toget

’ Exit Evergreen

Figure 6 Client Registered & Ready to Login

After the workstation has been set up and named, it will be necessary to log in again. Remember
that you log in twice for this procedure.

Click on the Exit Evergreen command button at the bottom of the screen to exit the
system.

A dialog box with the message, “Are sure you want to exit the program completely?”
appears. Click on the OK button to exit.

10
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Startup and Shutdown
About this client... ] ’ Open New Window Locale: | oy ys: English (United States) IZI
~ Server Wor
Hostname sctest.evergresncatalog.cc ‘ {BEAUB-Instructor
Roinaki
Status 20_ Confirm |A|1
Version 20

l:’-) Are you sure you would like to exit the program completely?

Authentication Lok ][ concel |
Username | 3
- T =
oo | [Lteser
’ Exit Evergreen ]

Now reenter the system by logging in with your username and password. The
workstation will open a default Evergreen window and the application is now ready for
use.
The Offline Use section is in the lower right quadrant of the screen. This provides access to the
Standalone Interface control button, which can be used when the system goes offline. There are

also command buttons for Export Transactions and Import Transactions. These will be explained
in Appendix 4.

Log on to the Staff Client
Click on the Evergreen staff client icon located on the desktop

A login screen appears:

11
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& Evergreen Staff Client - rel 1.4 0.4

. = = oy

Startup and Shutdown

[About this client... l ’ Open New Window Locale: | . s English (United States) B Apply Locale

~ Server ~ Workstation 1
Hostname sctest.evergreencatalog.cc BEAUB-Instructor I
Status 200 : OK
Yersion 200: 0K

Offline Use

Authentication
Username | 3qmin

Password | s

Lagin ] [ Log off

Standalone Interface
Export Transactions

Import Transactions

[ Exit Evergreen

Type in the staff client user name — for example, bluffton-c1
Type in the staff client password and press Enter.

The login screen will change to indicate that the software is Loading Data similar to Figure 7.

& Evergreen Staff Client-rel 14 0 4

(o5 e

Startup and Shutdown

lAbout this client... ] l Open New Window l Locale: | oy ys. English (United States) E| Apply Locale

~ Server

Hostname | cctect evergreencatalog.cc

Status 200 : 0K
Version 200 : OK

-

~ Workstation
BEAUB-Instructor

m

~ Authentication
Username | _4.in

Password | sesssses

~ Offline Use

Standalone Interface

Export Transactions

Import Transactions

Loading data... B

Sxul/rel_1_4 0_4/server/util/fancy_prompt.xul Default print templates B

set. Saved print templates retrieved from file. Saved font settings il
|

<

1

Figure 7 Evergreen Startup Loading Data . . .

This screen will be replaced with a default Evergreen client window as shown in Figure 9. The

login screen will appear as an icon on your desktop Taskbar. If you click on the Taskbar Icon the

login window will be redisplayed.

12
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ERSET RCTR

““Evergreen Staff Clie... 2 2dmn@BROOK-...

Use the Open New Window command button (as shown in Figure 7) to open more than one
Evergreen window. This feature is also accessible from the File Menu > New Window command
or Ctrl+N.

m Edit Search Circulation Cataloging

Mew Window Ctrl+M

Mew Tab Ctrl+T

Close Tab Ctrl+W taff Client Pﬂll’tﬂl Page

Close All Tabs Ctrl+Shift+W
Close Window Ctrl+C}

ent portal page. You can customize this with the info
Quit Program

Figure 8 New Window Command from Evergreen's Menu bar

Do not confuse the use of multiple windows with tabs. Multiple tabs (up to nine) can be opened
in any window. Multiple windows are helpful for multitasking operations where it is important
to maintain distinct operations focus in a separate window. Each Evergreen window will operate
independently of one other, which is a distinct advantage in cases where CIRC staff want to
maintain separate windows, for example to record generic Internet printing bills, conduct,
catalog search, check in, check out etc.

When several Evergreen windows are open on the desktop, the icons for the open windows are
displayed on the Taskbar. You can switch between the open windows using ALT-TAB, or using
mouse selection. The ALT-TAB key combination pops open a little window with the running
applications represented as icons. By pressing ALT-TAB repeatedly, you can cycle between the

open windows.
a

- - L oz
‘4 start € € £ 7 | 6 windowsMedia Player /2 windows Live - Wind... % ,)r.i iy, 1126 M

Evergreen Window - A quick tour of the “Cockpit”
As with all MS Windows programs, the most common way to start Evergreen is from the icon
on the desktop. Evergreen can also be started from the Windows Start Menu by selecting
Programs > Evergreen. The look of the program window (Figure 9) is similar to current web
browsers that use a “tabbed” interface. Tabs allow you to have several pages (tabs) open at the
same time in a single window. This is easier to manage on your computer screen than multiple
windows, since you can easily switch between tabs in the same window using the pc’s mouse to
select the needed page.
Note: Evergreen will open a Maximum of nine tabs; however, it is best to open less than
nine so that operations you perform, at the workstation, which require a new Tab will
be able to open an additional Tab. To avoid resource problems, limit your open Tabs to
five or six simultaneously open tabs.
The tabs appear below the menu bar in Evergreen with a descriptive title. Simply select a tab to
bring it to the front and view the page displayed in the tab. You can use tabs to have access to
multiple things all at the same time: customer records and searches, bibliographic records and
searches, circulation or cataloging interfaces—anything at all in Evergreen.

13
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Caution is advised, however, when selecting a menu choice, because the selected feature will
replace all information that is currently in the active tab.

e Create a new tab by pressing Ctrl+T on the keyboard or selecting File > New Tab from
the menu.

e Close a tab by pressing Ctrl+W on the keyboard or selecting File > Close Tab from the
menu.
Caution-- Accidentally pressing Ctrl+Q instead of Ctrl+W when trying to close a tab,
closes all tabs and the active window leaving just the Startup/Shutdown portion of the
client running.

e Switch tabs by pressing Ctrl+Tab on the keyboard or selecting the tab in the tab bar.

Title Bar

Menu Bar

File Edit Search Circulation Cataloging Admin () Help

WK

Ever2xeen Staff Client Portal Page

This is the Evergreen st ient portal page. You can customize this with the information or functionality your organization needs to support its operations. For example, you could add links to process and

procedure documents.

Active tab

Work Area

Figure 9 Default Evergreen Client Window

The Title Bar
On the left the title bar displays the User login and server name and, at the right end of the title
bar, are the three familiar Windows control gadgets 'ﬁr!@ that have the same

function in all MS Windows programs. You can temporarily hide the Evergreen window by
clicking the Minimize button, adjust the size of the window with the restore Down/Maximize
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button, or quit Evergreen with the Close button. It is recommended that Evergreen windows be

maintained in maximized mode because most features utilize the full screen real-estate.

Menu Bar

The menu bar lets you access basic Windows and Evergreen commands.

m Edit Search Circulation

Mew Window Ctrl+M
Mew Tab Ctrl+T

Close Tab Ctrl+W
Close All Tabs Ctrl+Shift+W
Close Window Ctrl+C}

Circulation  Cataloging
Search  Circula

Copy Buckets
Velume Buckets
Record Buckets
User Buckets

for Patrons F4

the Catalog F3

for record by TCN Shift+F3
for record by Record ID

for copies by Barcode FS

Replace Barcode

Quit Program

Cataloging
Check Qut Itermns F1
Check In Itermns F2
Register Patron Shift+F1
Retrieve Last Patron F8
Capture Holds Shift+F2
Pull List for Held Requests
Browse Holds Shelf
Place Held F3

Show Item Status by Barcode F5
Retrieve Patron by Barcode  F1
Replace Barcode

Record In-House Use F&

for patron by Barcode F1

Cataloging

Search the Catalog F3
Retrieve record by TCM Shift+F3
Retrieve record by Record ID
Display Itern (B) F5

Manage Copy Buckets
Manage Volume Buckets
Manage Record Buckets

Create Mew Marc Record
Irnport Record from £39.50

Re-Print Last
Enter Offline Interface

Replace Barcode
Retrieve Last Record  Shift+F8

Split Window Pane Management

Many Evergreen windows are split into multiple panes (Figure 10 has three splits left and

center—divided in two).

The split panes are easily identified by the borders dividing the splits. To adjust the size of a split

move your mouse to the dividing line and when the mouse curser becomes a doubled headed
arrow click and drag to adjust the split area.
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Expires on 2011-02-18
Holds: 1

Credit: $0.00
s 53730 >
Check Outs: 4
Lost: 0
Non Cat: 0
¥ID/Contact Info
Library Card: 1530101474000
DL ann | EsEeEER e L e of presses d flowers

194309295CH
DOB: 1943-09-29
Day Phone: 843-304-1138
Evening Phone: 843-379-4300

Other Phone:

OPAC Login: 1530101474000
Email: pschramm@hotmail.com

Figure 10 Split pane example

Dialog Boxes

When Evergreen interacts with you - that is, when it has a question to ask, when it needs more
information to complete a task, or when it presents information you may have asked for - it
usually puts a dialog box on the screen. A dialog box is nothing more or less than a window that
requires your attention and, perhaps, input.

Figure 11shows a dialog box which illustrates how some of
the various standard Evergreen components can be used to || Choose the data to copy into

|1

® == 52 |

extract information. the clipboard:
Each part.of tche vadow hlas ? name. ‘ Barcode 10120006 1
e Title: A dialog box's title will sometimes appear at Checkout Lib  MGRL.RO

the top of the dialog box, but the title rarely Circ Lib CLAYTN-H...
appears in your PC’s Windows taskbar. This is one Due Date 2009-03-25
of the ways that a dialog box is different from a Remaining Re... 2
garden-variety window. You can usually go directly Title If looks cou..
to a window by clicking in the taskbar — something i

you can’t do with dialog boxes. To find a lost dialog 4 '

box, you frequently have to hunt around.

Various controls appear on dialog boxes. Windows comes
with many controls, and most of the controls are drawn Figure 11 Dialog box

from the standard control toolbox. Standard controls are a

benefit because they work the same way, all the time, no matter where you are in Evergreen.

e The X (Close) button: The X button almost always appears on a dialog box, as well as the
other two buttons that you often see on a regular window - Restore and Minimize.
Clicking the X button almost always makes the dialog box go away.

e Drop-down lists: These lists come in two different flavors. With one kind, you're limited
to the choices that appear in the drop-down list--If the item you want is in the list, you
just pick it. The other kind of drop-down list lets you type in whatever you want if your
choice doesn't appear in the list.

e Command buttons: These buttons tell the dialog box that you are ready for it to
complete your task. Click a command button (e.g., Close), and the dialog box does
something. Some Command buttons will appear against a gray background indicating
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that the button is not yet active. You may have to enter information into the dialog box
before it becomes active.
Usually it's pretty obvious when you can change things in a dialog box. Text that can't be
changed generally appears against the window’s background; whereas, text that can be changed
frequently appears on a white background in a text box.
Check boxes: Check boxes let you say "yes" or "no," independently, to one or more choices.
If you see a group of check boxes, you can pick one or none or all of them. Option buttons,
on the other hand, only let you choose one out of a group - no more, no less.
@ Add Note l=l@] = |

New Note

Patron Visible?
Title

Note

Cancel ‘ | Add Note

Figur; 12 Check Box Example
Option buttons: Option buttons (also called radio buttons) act like the buttons on a radio --
Push one, and a station plays; push a different button, and a different station replaces the
other. You can't have two different buttons selected at the same time.
Figure 13 shows a dialog box that contains a table of information along with column
headings — much like an Excel spreadsheet. On this window, you can review information and
sort items in the list in ascending or descending order. To do this, simply click the column
heading of the column you want to sort. Drag columns by their column heading into the
order which works best for you.

You can also adjust the width of the columns by positioning your mouse pointer between

column headings and dragging the mouse left or right. Wait till your mouse pointer becomes a

double headed arrow  “  before holding down the left mouse button and dragging the
mouse in the desired direction. The small icon to the right of the column heading titles (Figure
13)--called the Column Manager), when selected, reveals a list of alternative column headings.
Current heading will display a check next to their name. Use your mouse to modify the list of
displayed headings.
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a

Barcode _Checkoutlib Circlib Due Date ﬁines Stopped Remaining Renewals Title

31052005... L-RO SWGRL-... 2009-03-13 -1 The black...
31012000... MG CLAYTN... 2009-03-13 -1 Pakistan

Column Headings

Column Manager Icon

lShow Non-Cataloged Circulations in List Above Print Receiptl l Export

Figure 13 Excel-like column features

If you wish to reuse the column heading changes you have made, save your changes through
Actions for Selected Holds/Items >Save Columns. This saves column order, column width, and
column visibility in the local workstation memory. This save will affect all workstation users until
a new Save is executed.

The restore defaults option at the bottom of the column manager only restores the column
order; it does not restore the column to a “default” selection.

ing Renewals Title B

# of Uses

Alert Message

Author
Call Number
Checkin Date
Checkin Timestamp
Checkout Date
Checkout Lib

Checkout Timestamp

<

Circ As Type
CircId
v Circ Lib
| Circ Modifier More options scroll arrow

<

Circulate?
Copy ID
Copy Number
Date Created
Date Last Edited
Deleted?
Deposit Amount
Deposit?
Doc Id

| ¥ Due Date
Fditinn
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Additional Information Buttons
Gadget — These tools make selecting field values easier. Figure 14 shows an example of the date

gadget in use for setting a customer’s birth date for part of the registration process. Use gadgets
to select information such as date/time ranges. Always click an available gadget to ensure you
enter the information in the correct format.

M September, 1943 &

®_ <. Today P ®g
whk [ 5un Mon Tue Wed Thu Fri  Sat
34 1 2 3 4

35 5 & 7 8 9 10 11
36 12 13 14 15 16 17 18
37| 19 20 21 22 23 24 25
3| 26 27 28| 29| 30 - Pick - E

Select date

Date of Birth  1943-09-29 (YYYY-MM-DD)

Figure 14 Calendar Gadget
Tool Tips — Tool Tips display in a box below the cursor when you hold the mouse over some

items. For example Figure 15 shows, the limited column width on the Iltems Out window
prevents a full view of the text. Evergreen, in this case, displays ellipsis points (. . .) to indicate
that there is omitted material from the column text and displays a tool tip with the entire text

entry.
Items Out
Actions for Selected Items
Barcode CheckoutLib Circlib Due Date Fines Stopped Remaining Renewals Title B
31012000... MGRL-RO CLAYTN... 2009-03-13 -1 Pakistan T...
31052005... MGRL-RO SWGRL... 2009-03-13 -1 Thq\black—...

o
b=

’ The black-white test score g

Figure 15 Example Tool Tip

Navigation Toolbar — The navigation toolbar (Figure 16) is frequently used when reviewing

customer records. It appears on the top right side of a customer record window.
Schramm, Pete @nems out | Hods | Bis | Edt | me | B TS
(Has Bills) (Has Overdies)

~

¥Status Check Out
Patrons Barcode: v | Due Date |Normal v
MGRL-RO -

Barcode Due Date Title ®

Intermet: Filtered
Expires on 2011-02-18

Holds: 0
et A

Figure 16 Navigation Toolbar

Clipboard Support
Pasting — Evergreen input dialog boxes all support the Windows clipboard paste. For example,
using the copy command Ctrl+C to select a title from any location, the following figure shows
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the title being pasted into a search box by selecting the box and pressing Ctrl+V.

Search Input

Kesword % | | Containg v | [dthe HalBlood Prince |

FKewword % | | Containg %
Feyword % | | Contains  #

Feszet Form ] [ Add Search Fow ] | Submit Search |

Only one clipboard location exists, hence another cut or copy operation overwrites the
previously stored information. The last item copied is pasted in a following paste sequence.
Copying — Copying information to the clipboard is dependent on the particular Evergreen screen
and the location of information within the screen. For example anywhere information can be
pasted it can also be copied or cut (Ctrl+X). A more restrictive example is shown in Figure 17
where only the items in Blue and underlined can be copied to the clipboard. The copy operation
requires that you click the item with your left mouse button. A confirmation dialog box will show
a successful copy.

¥ID /Contact Info
Library Card: 1530101474000

D1 Cither
194309295CH

- 2.

CoB: 1943-09-29

Day Phone: 243-304-1138 _
Evening Phone, 843-379-4300 The page at http:ffdemo.gapines.org says: E]
Other Phone:

1, “Cepied "pschrammi@hotmail.com” ko clipboard,

OPAC Login; 1530101474000
Email: pschramm@hotmail .com

Figure 17 copy links

In another example Figure 18 shows that by right clicking the items checked out to a customer
the information can be copied to the clipboard. Use either a right click with your mouse or
select Copy to Clipboard from the Actions for Selected Items menu. Either action results in a
dialog box (Figure 19) appearing where you must select from the list which item to be copied to
the clipboard. Only the item you select from this dialog box is copied—the other items in this
example were not copied.
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Refresh QheckOut‘m Holds Bills Edit Info Exit

Items Out

Actions for Selected Items
Barcode Checkout Lib Circ Lib Due Date Fimes Stopped’ Remaining Renewals  Title ]
31012000, ., ML -RO CTN... 2009-03-1 -1 Pakistan Th...
IRHETE I : e Copy to Clipboard ' -
Add to Ttemn Bucket
Showy in Catalog
Show [tem Details
Show Last Few Circulations

Figure 18 copy to Clipboard example

Choose the data to copy into the clipboard:
Barcode 31052005010853
Checkout Lib MERL-RO
Circ Lib SWERL-DEC
De Diate 2009-03-13
Remaining Rernewals =i -
Title The black-white test score gap The page at http:ffdemo.gapines.org says: g|
1. Copied "31052005010883" ta clipboard,
i - 1
Figure 19 Choose what to be copied to the clipboard Acknowledgment message

General Evergreen Tips

MS Windows applications are designed to be used either with a mouse or the keyboard.
Therefore, dialog boxes in Windows will have a default button that has the “active focus”. This is
the dialog button that when the ENTER key is pressed, causes the default command to be
carried out. This button is identified on a dialog box by its appearance. The visual clue is usually
a raised appearance or a dashed box encircling the button.

Bar code scanners automatically generate an ENTER key stroke; therefore in most Evergreen
windows, a scan will activate the active button (e.g. Submit) which causing the active window to
close. The corollary to the scanner ENTER is a similar concern to ENTER keystrokes. It has the
same effect on open Windows where the default command button will automatically respond to
an ENTER keystroke.

Evergreen Definitions

This section provides definitions for commonly used Evergreen terms used throughout this
guide.

Circulation Terms

Brief Title —A Brief Title enables the library to circulate a book not fully cataloged e.g., ILL
materials. This feature creates a temporary record so an item can circulate. When discharged,
the item can be routed so a full record can replace the brief record, and remove the brief item
record from the system.
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Hold —A Hold is a need for materials not currently available in a branch. Evergreen offers
options for tailoring Holds to fit specific needs.

Hold Stalling—the Hold Stalling feature will first look to see if the item is available in the local
library. If the item is not available locally, it will look to other branches to see if a copy is
available. A pull hold request will be placed on the found copy; however, if a copy is returned to
the local branch before the hold is pulled, Evergreen will trap the hold as it is returned to the
local branch.

ICL —Intra-consortial Loan requests among SC Lends member libraries.

ILL—Interlibrary loans for material outside of Beaufort County Library and SC Lends member
libraries.

In Transit —This term applies to sending and receiving materials between branch libraries.
Request —A Request is a message sent between library staff and library customers. Requests
include interlibrary-loan requests, recommendations for purchase, questions or comments to
library staff, or messages to customers.

Shadow Catalog —The shadow catalog contains records searchable only by library staff. For
example, you might want to hide or “shadow” records from customers, such as lost or missing
items or items still being cataloged. Customers at OPAC workstations can search and display
items only from the standard catalog. Staff at Evergreen workstations may search and display
items in the standard catalog, the shadow catalog, or both.

Customer—User records represent not only customers, but also the library entities.
Departments and staff members of the library are entered into Evergreen as users, with
privileges defined for each type of user, e.g., ILL department, or Repair. A user may also be a
status or condition assigned to an item e.g., DISCARDS.
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Chapter 2 User Information and
Maintenance

Overview

User records represent not only customers, but also the library. Some departments may have
their own customer barcodes and are entered into Evergreen as users, with privileges defined
for each type of user. Examples include repair, or money, etc. A user may also be a status or
condition assigned to an item (e.g., DISCARD).

Each library customer must have a unique 13 digit identification number called the user ID. The
user ID is the barcode number provided on Beaufort County Library cards — the barcode and
printed number match. The use of the barcode, as entry vehicle for user IDs, is both quick and
error free. Scanned User IDs are used to check out materials, place holds and create bills.
When registering a user, you can enter the user’s alternative user ID (alt ID). The alt ID is the
user’s birth date followed by the first three initials of their last name”. The alt ID, along with the
user’s name, provides additional access to the user’s record when the barcode number is not
available.

To maintain consistency, follow the conventions (e.g., mixed case entries for customer names)
defined by Beaufort County Library policy when entering information in the user record.

Identifying the source of Notes, and Alerts

Any note or alert message created by staff should include the Entry Date, system initials, branch
initials, and staff initials. For example, Missing CD in “Harry Potter and the sorcerer's stone”
barcode # 0530003204178, Case is on repair shelf. Customer called. 2009-04-27, BCL, BLU, ps.
Valid branch codes for the Beaufort County Library (BCL) are the following:

e Beaufort BEA

e Bluffton BLU

e Hilton Head Island HHI

e Lobeco LOB

e St Helena STH

Access to Customer Features

The Circulation and Search menu bar labels provide access to creating, searching and
maintaining customer records. Notice that pressing the F1 function key on your keyboard, or
selecting any of the following menu items (Circulation > Check out Items), (Circulation> Retrieve
Patron by Barcode), or (Search > for patron by Barcode) all take you to the same Evergreen
screen.

? Previous library policy called for the use of Social Security numbers for use as the Alt ID. Older customer
records may still reflect SS numbers. The current Alt ID format should be used to replace SS numbers
whenever encountered by library staff.
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<_Check Out ltems F1 I
Check In Items F2
Register Patron Shift+F1
Retrieve Last Patron F8
Capture Holds Shift+F2

Pull List for Held Requests
Erowse Holds Shelf

Place Hold F3
m Circulation  Cataloging
ShDWItE arcgde FS PP TT i frrraaa,, .
: § for Patrons F4 =
Retrieve Patron by Barcode  F1 IRECLITTe Y PPPLLLL -
the_atah:.g llllllllllll Fgll

Replace Barcode ]
for record by TCM Shift+F3

Record In-House Use Fo
, for record by Record 1D
Re-Print Last Fa for copies by Barcode F5
Enter Offline Interface ( for patren by Barcode F1 >

Registering a Customer

The process of registering a new customer begins with the customer furnishing proof of
residency, and completing the library application. Once the customer has completed their
application, Evergreen Customer Registration guides you through the process of creating a new
user record. Customers, however, may be unaware that they are part of a consortium and that
their current library card will work at your library. Searching for existing customer records will
become more important as SC LENDS grows to include more libraries. Thus, in order to prevent
customer card duplication proceed to registration only after searching to determine if the
prospective applicant has ever had a card in SC LENDS. First search by ALT ID then search by
name. You can use a combined search to find customers by first name, last name, postal code,
address, etc. You can truncate search terms for more search results (e.g. schramm truncated to
sch will retrieve a list of all customer records beginning with sch.).

In the case of a Lost Card, go directly to the Lost Card Procedures detailed starting on page 51.
As you begin the keyboard input please note that all text entries should use mixed case for
names, street addresses, etc. (e.g., John Doe, 120 Palmetto Way, Bluffton, SC). The use of all
upper case entries is restricted to items like Alt ID letters, state and street abbreviations (e.g.,
DR, CIR), common suffix entries (e.g., MD) etc.

Press Shift + F1 or select Circulation > Register Patron
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| =N e g Cataloging

Check Dok Tkems F1
Check In Items Fz
Register Pakron Shift+F1
Retrieve Last Patron Fa
Capkure Holds Shifk+Fz

Pull Lisk For Hold Requests
Browse Holds Shelf
Place Haold F3

Shiows Ttem Status by Barcode FS
Retrieve Patron by Barcode  Fi
Replace Barcode

Record In-House Lse F&

Re-Print Lask F2

Enter Offline Interface
On the left side of the screen (Figure 20) are links to the various sections of the customer record.
Each link will be highlighted as its section is active. Registration begins with the user
identification section. (Section 1) Fill in required information (red fields) section-by-section as
you move through registration using the navigation bar on the left or by clicking on the Forward
link at bottom right of screen. The colored fields must be filled in to complete the customer
record. If any of these fields are not filled in, or the values entered are wrong, the system will
indicate those empty or invalid fields with color.

Print Page

Welcome admin

Evergreen User Editor

Note: required or invalid fields are marked with color Yiew Errors
1. User Identification parcode [
username |
2. Contact Info Password [ Password: 9738
verify Password [
3. Addresses First Mame |
Middle Mame
4. Groups and Last vame |
Permissions
Suffix -Pick- v
5. Statistical Cateqories Date of Birth (P e-MM-DD)
Primary Identification Type _V
6. Surveys Primary Identification
7. Finish

Forward:s:

Figure 20 Opening Window for Registering a Customer
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User Identification (Section 1)
Note: As you enter a new customer registration the system checks for possible
duplicates in the following fields: name (first and last must match), Email address, and
primary Identification field. If evergreen finds a match it will alert you with a message
for a possible duplicate card. However, the system will allow you to complete a
registration even in cases where the match has been identified.

o

Barcode—Scan a new card. (Duplicate barcodes are flagged immediately.)
Username — After entering the barcode, the Username field will be automatically
populated with the barcode. To login to the OPAC the customer will need the
username created at this step. If the customer has an alternate username they
would prefer to use, the field can be changed by the circulation staff (or later on by
the customer when they login to the OPAC--See Appendix 3). In most cases it will
remain the barcode. (automatic)

Password — Evergreen automatically generates a “temporary” four-digit password
displayed to the right of the password box. This field does not need to be changed
unless the customer wishes an alternate password. It is recommended that the
customer be given an instruction sheet with their username, temporary password,
and the URL for the library catalog.

The first time a customer uses their username to login to the OPAC they are
prompted to change their password to something with at least seven digits and
must include at least one letter and at least one number. If the customer forgets this
temporary password® before logging in, you can, upon request, regenerate a new
one by editing the customer’s account.

Both username and password are case-sensitive. (automatic)

First Name —(required)

Middle Name— This is a required field entry. If the customer does not furnish a
middle name enter NMN (i.e., No Middle Name) in its place.

Last Name—(required) (Duplicate first and last names are flagged immediately.)
Suffix — For names with suffixes. Use the dropdown box to the right of the Suffix
field to select from a list of standard suffix abbreviations. (optional)

-Pick- =~
Jr

Il

Il

A
A5
AbS
B,

BS
CFFIkA
CPA,
CFIkA
P
CwE

Suffix Sr

® Once the registration process is complete
the customer password is masked from view.

oc
oDs
Do
OF®

O b
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h. Date of Birth — (required) Notice that the format for entering the date is 4-digit
year, 2-digit month and 2 digit days. Use a dash to separate the dates. If the
customer does not wish to give their birth-year, enter 9999 in its place. If the
customer does not provide their birth-date then leave this field entirely blank. A

& < Today ¥

- -

vk [Sun Mon Tue wWed Thu Fri Sat

52 [1] =z s

1 4 S & 7 g 9 10

21 11 12 13 14 15 16 17

3l 18 19 20 21 z2 23 24

41 25 28 27 25 29 30 31
Mexk vear (hold For menu)

gadget is available for entering the dates from a calendar. From the calendar
double click the left mouse button to enter a date.

Birth dates for children under the age of 18 will result in a new parent or guardian
entry field appearing below the Primary ID field. Notice, that when present, the
Parent /Guardian field is also a required field (shown in red). Format for this field is
“first name last name” — in the normal mixed case manner (e.g., Peter Smith).

i.  Primary identification type — Select one of the types from the drop-down menu Use
the drop down box to select other. Beaufort County Library will use Alt ID.

j.  Primary Identification — Evergreen uses the information in this field (Figure 21) to
search for a possible duplicate card. This search is automatically initiated after a
customer entry is completed. The system will alert to a possible duplicate --if
found”.

The Alt ID entry is constructed from the customer’s birth date (yyyymmdd) followed
by the first three letters of their last name - 8 digits followed by three letters. The
data is entered without dashes, slashes or spaces and the letters are capitalized,
e.g., 19770821BEH. If the customer does not wish to give their birth year, put 9999
in its place. If the customer does not provide their birth date then leave the Alt ID
field blank.

In the event of twins or duplicate Alt IDs from an unaffiliated customer, add (space)
followed by the letter A, or B, C, etc. to the end of the Alt ID to make it unique, i.e.,
19770821BEH A.

Date of Birth  [1892-02-23 (rrY-MM-DD)
b

Primary Identification Type

Primary Identification

Parent / Guardian |

Figure 21 Primary Customer ldentification

4 Caution—Evergreen does not check for a duplicate Alt-ID when a customer record is modified. This
should not be a problem so long as Staff recognizes that one or more duplicates may appear when
customers records are searched using Alt-ID as the search parameter.

27



Beaufort County Library Circulation Training Guide

Contact Info (Section 2)

Enter the customer’s email (required for notices and hold messages) and any available phone
numbers. The home library will default to the library where the customer is registering.
Referring to Figure 22, note that Evergreen will alert you at this point if the name you previously
entered is a possible duplicate. Continue completing the customer registration once you have

verified that this is not a duplicate card.
Iy

Email Address
Daytime Phone
Evening Phone

Other/Cell Phone

Found 3 possible duplicate patron{s): John Doe

Example: 123-456-7890 or 123-456-7890 ex123

Home Library | Brooks County Public Library HeadquamEl

Figure 22 Duplicate name alert

The contact entries consist of the following:

a.

b. Daytime Phone— (optional)
c. Evening Phone— (optional)
d. Other/Cell Phone— (optional)
e.

This field is defaulted to your branch location. (automatic)

Email Address—If the customer wants e-mail notices (e.g. Overdue Notices), be sure to
type the customer’s full e-mail address (in lower case Internet style e.g.,
psmith@hargray.com) in the Email Address box— (optional)

Home Library—the setting assigns the lending library associated with the user’s card.

After completing all of the fields, click the Forward>> link to continue on to the customer's

address information.

Evergreen User Editor

Welcome admin

Note: required or invalid fields are marked with color

1. User Identification Email Address
Daytime Phone
2. Contact Info Evening Phone

Other (Cell Phone)

Home Library
3. Addresses

4. Groups and
Permissions

5. Statistical Cateqories
6. Surveys

7. Finish

B

Figure 23 Contact Info Window

Example: 123-456-7890 or 123-456-7890 ex123

Bluffton Branch |z|

Forward>>

View Errors
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Addresses (Section 3)

From the "Addresses" screen enter the customer’s address. A customer record can have
multiple addresses.

To add multiple addresses click the Create a New Address command button.
a. Label— (optional) identifies what the address location represents (e.g., home, work,
summer).
b. Street —can be physical (e.g., 23 Dory CT) or PO BOX in ALL CAPS. See Appendix A for
USPS approved street abbreviations.
c. City/State —as shown in the example with the state abbreviated (e.g., Beaufort, SC) See
Appendix B for approved state abbreviations.

d. County — Evergreen will default to the County of residence based on the customer Zip
code. (automatic)

e. Zip — five digit Zip codes are acceptable.

The options to the right of the address boxes modify the entries. For example the first two check
boxes:

1. Within City Limits— (not used)
2. Valid—Used to mark an address as valid or not. If the address needs to be updated, turn
off the valid checkbox. Once this box is cleared the customer’s record will display an
invalid address alert when opened (Figure 24).

Schramum, Pete

[Alert) [(Ses N({Invalid Address) %
o ——

valert
COWCED

¥status

Patrons

MGERL-RO

Internet: Filtered
Expires on 2011-02-15

Figure 24 Example of an Invalid Address Flag
The second pair of radio buttons enables Staff to flag the one or more addresses appropriately.
1. Mailing Address—Click to specify the Primary address. The system uses the primary
address when running notice reports and mailings.
2. Physical—Use the Create a New Address control button to insert a physical address for

Customers w/PO BOX in the other address fields. Note: A PO Box is not considered a
physical address.

After completing, click Forward>> to continue on to the Groups and Permissions editor.
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Address Within City Limits Y alid Mailing Address Physical Address
Label | zip |
street 1 |
Strest 2
v v
ciry [ oy © ©
State - Country [USA

[ Delete this Address

[ Create a New Address
Figure 25 Customer Registration Address Fields and Options

Groups and Permissions (Section 4)
From the Groups and Positions window (Figure 26) choose the Profile Group for this account.

The following table lists the Beaufort County Profile Names:

3Wk-Adult A-VIS Adult visitor without internet

3Wk-Juvenile J-VIS Juvenile visitor without internet (4yrs-14yrs)
3Wk-Juvenile-I J-VIS-I Juvenile visitor with internet (4yrs-14yrs)
3Wk-Teen TEEN-VIS Teen visitor without internet (15yrs-17yrs)
3Wk-Teen-| TEEN-VIS-| Teen visitor with internet (15yrs-17yrs)
Homebound HOMEBND Registered as home bound user

NonRes Adult NONRES-ADT Non-resident Adult with Internet

NonRes Juvenile NONRES-JUV Non-resident Juvenile (4yrs-14yrs)

NonRes Juvenile-I| NONRES-JVI Non-resident Juvenile Internet (4yrs-14yrs)
NonRes Teen NONRES-TN Non-resident Teen (15yrs-17yrs)

NonRes Teen-I NONRES-TNI Non-resident Teen Internet (15yrs-17yrs)

Res Adult ADULT Adult user with internet

Res Juvenile JUVENILE Juvenile user without internet (4yrs-14yrs)
Res Juvenile-I JUVENILE-I Juvenile user with internet privilege (4yrs-14yrs)
Res Teen TEEN Teen visitor without internet (15yrs-17yrs)
Res Teen-| TEEN-I Teen user with internet privilege (15yrs-17yrs)

Groups and Permissions also allow you to choose to apply filtering to Internet Access, and place
"Alert Messages" (page 48) which can only be seen by other staff whenever the customer’s

record is opened.

Note: The customer does not have access to the contents of Alert messages.
If this user is an adult who wishes to be the "lead" account, you can set the "Family/Group Lead"

account flag on this account.

a. Profile Group—Use the dropdown box to select the correct user profile (defaults to

Adult).

b. Account Expiration Date—Evergreen defaults this entry to the Library’s Policy interval.

(automatic)

c. Internet Access Level—Evergreen defaults this entry to Filtered. (automatic)
d. Active/Barred—should be set to Active for a new registration.
e. Setas Family/Group Lead Account—used to identify an individual as the primary
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g.

member of a family/group. There can be more that one Lead account in a group (e.g.,
Husband and wife Lead accounts for a family of four.)

Claims Returned Count— Evergreen uses the Claims Returned Count to record the
number of times a customer claims to have returned a book that cannot be located.
Entries are not required for a new customer signup.

Alert Message—OQOptional messages (page48) can be entered into the customer’s record
as needed. The text box allows editing of individual text.

Designated Borrower® - When adding a designated borrower to a customer’s file, please
put the information in as, for example, DB John Doe 2009-04-09, BCL-BEA-PS(Date,
system-BCL, branch 3 letter code, staff initials) in the Alert Message field. A customer is
allowed to retrieve material for a friend or relative one time without a designated
borrower entry. If this happens staff will indicate in the Alert Message field of the
person who the material was retrieved for, POWCRD (i.e., Permission W/O Card) with
the date and your initials. The note should be deleted when the customer has a valid
designated borrower entry. If a customer refuses to assign a designated borrower,
please note NODB and the date in the Alert Message field.

After completing the required fields click Forward>>.

Profile Group [ Patrons v

Account Expiration Date  |2011-02-18 T -MM-D D)

Internet Access Lewvel Filterad “
Active
Barred []

Set as Family/Group Lead
v
Account

Claims Returned Count |0

COWCRD, 2009-04-12, BCL, BEA,te.

Alert Message

Figure 26 Customer Registration Groups and Permissions Window

> Library cards are issued to individuals and may be used only by the person to whom they were issued.
The only exception to this applies to a Designated Borrower (one or more individuals) who may check out
materials for the person who has authorized them to use their card. To apply for this service, the card
owner must complete the Designated Borrower form and have a friend, family member or caregiver bring
the completed form to the circulation desk.
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Statistical Categories (Section 5)

The user category information (Figure 27) being collected by the Beaufort County library
categorizes users for statistical purposes. Use the user category 1 for Military, user category 2

Homeschool, or user category 3 Timeshare as appropriate.
After completing the optional fields click "Forward>>"

Evergreen User Editor

Welcome admin

Note: required or invalid fields are marked with color

1. User Identification Statistical Category Name Oowner
City LENDS - None Selected —
Reading Preference LENDS | --None Selected —

2. Contact Info

3. Addresses

4. Groups and
Permissions

View Errors

Value
[=] or
[=] or

Figure 27 Customer Registration Statistical Categories Window

Surveys (Section 6)

Surveys can be set on a Consortium wide basis, or on a library by library basis.

From this screen, Circ Staff can record customer's answers to any surveys in progress at that

time.

After completing the optional fields click Forward>>.

Finish (Section 7)

If, when you get to the Finish section (Figure 28) and you see the link View Errors in red at the

top right corner of the screen, you should click on it and the editor will display a message stating
what needs to be corrected in the customer record:

Evergreen User Editor

Welcome admin

Note: required or invalid fields are marked with color

1. User Identification

You are now ready to save the user to the database.
To view or print a summary of the changes, click on the "View Summary" link.
To save the user, click on the 'Save User' button.

2. Contact Info

View Summary

[ Save User ] [ Save and Clone User ]

Figure 28 Customer Registration Save-User window
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The page at http://deme.gapines.org says: |£|

_ Barcode is invalid
) Username is invalid
First name is invalid
Last name is invalid
You must select at least one type of identification
The user expiration date is invalid. We're expecting YYYY-MM-DD
A profile group must be selected
Address street is invalid
Address city is invalid
Address state is invalid
Address zip is invalid
Required survey is unanswered : Are you registered to vote?
Required survey is unanswered : Would you like to register today?

Go back to the screen with the error and correct it and then click on Finish once more.
If there are no outstanding errors, staff can view and/or print a summary (Note the View
Summary link) of the customer's registration (Figure 30).

You are now ready to save the user to the database.

To wiew ar print a summary of the changes, click on the "Wiew Summary" link.
To save the user, click on the 'Save User' button.

Wiew Summary:

Save User ] [ Sawve and Clone Lser ]

Figure 29 Customer Registration View Summary Command button
|User Summary Information {Deleted items are marked in golor)

{ Prth[age l Return to Editor ]

Barcode 1530101474000
Username 1530101474000
First Name Pete

Middle Name

Last Name Schramm

Suffix

Date of Birth 1943-09-29

Primary
Identification  Other
Type

Primary

Identification 092919435CH

Secondary
Identification

Type

Secondary
Identification

Email Address  pschramm@hotmail.com
Day Phone 843-304-1138

Ewvening Phone 843-379-4300

QOther Phone

Home Library  Crawford County Public Library

Addresses

Address Label MAILING Zip Code 29909
Figure 30 Example Customer Registration display
In order to complete the registration entries must be saved.
The message “User update succeeded” appears.

33



Beaufort County Library Circulation Training Guide

The page at http://demo.gapines.org says: |£|
|, Userupdate succeeded I}
oK

Figure 31 Customer Registration Completed dialog box

Other options—Clone or Cancel the registration.

Copy/Clone -Registering a Family

If you click on Save and Clone User, evergreen automatically creates records for related
customers. For example, family members of the first customer with all the common data
(address and phone numbers) already filled in. Fields that need to be completed for a cloned
entry include the following:

1. Barcode
User Name
Password
Name (First, Middle, Last)
Date of Birth
Primary ID type
Primary ID
Email
. Profile Group

10. Surveys
Note--Evergreen defaults the first entry of a group to be the Lead account.
One circumstance where you might "clone" a user is if a mother and daughter, or husband and
wife come in to receive a library card. In the case of Parent / Child start by creating the parent’s
account and then "clone" the parent’s account to automatically populate address and phone
number fields. This will save time in entering the other family members. Cloning also
automatically "groups" all clones as "members" belonging to the lead (i. e., first customer
entered) account.
In addition to the “save and clone” option used with a new customer registration, you can also
retrieve an existing customer record & choose Finish & "Save & Clone" (even if you don’t need
to make any other changes to the record). This opens an “Editing related patron” tab — Contact
info is carried over. Other info must be entered fresh.
If you do clone a customer registration, make sure that one record (parent or guardian if
available) is set as the “lead account”. If all customers are under-18, set the oldest customer as
the “lead account” for the group.
Notice in Figure that the Address screen indicates that the address is owned by the person
whose information was cloned.

©ENOU A WN
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Note: required or invalid fields are marked with color

Within Mailing ~ Physical
L. User Address City  Vvalid g ¥
Identification P Address  Address
e Limits
- : "
2. Contact Info Address is owned by Pete Schramm (Edit)
Label MAILING Zip 29909
) street 3pory ct
3. Addresses:
Street F @
2
City |Okatie County Beaufort
4. Groups and ty ty
Permissions State SC Country USA
Delete this Address Detach this Address
5. Statistical
Categories
* Address is owned by Pete Schramm (Edit)
6. Surveys Label MAILING Zip 29909
Stree’ PoBOX23
- Street -
7. Finish 2 -
City |Okatie County
State SC Country USA

Delete this Address Detach this Address

Figure 32 Cloned Address flag

Reviewing Customer Records

Open a customer record to access customer status, checkouts, holds and bills, and extended
information. This program feature is of particular benefit when you encounter any of the
following:

» Estimated bill message that may appear as you begin to check out a customer’s items.

» Customers may need a reminder of the titles already checked out, as well as, due dates

for the material.

Use navigation toolbar to determine if a customer has material checked out (/tems Out
command button) which is overdue, or Holds placed from the Holds command button.
As a courtesy to our customers, overdue items should be renewed (as long as they’re not
needed to satisfy a hold) so that they can return the item(s) without incurring additional fines.
There are two ways to retrieve a customer record:

» The easiest way is to type or scan the library card barcode.

» The other way to search is to search by name.
The second method is used when the library card number is not available.

Search by Barcode
To search for customers by barcode, press the F1 key or go to the Search menu and click on for
Patron by Barcode.
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Circulation  Cataloging

for Pakrons F4

the Catalog F3

for record by TCH Shift+F3
for record by Recard ID

for copies by Barcode FS

for patron by Barcode F1

A screen will appear (Figure 33) requesting the customer’s barcode or ID number. Enter the
number and click on Submit or press Enter.

&= Edit Search Circulation  Cakalaging
1 Check Out

Retrieve Patron

Barcode: | 1530101474000 Submit

Figure 33 Search for Customer by Barcode
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The customer record appears (Figure 34).

1 Patron: Schramm Jr, Pete |

Figure 34 Customer Record--Opening Window

Searching for a customer by name is frequently the method used to find records for customers
who have lost their cards or have not used the library in a long time. In this case, staff should do
a thorough search using the following method.

Search by Name
To search for a customer by name, go to the Search menu and click on for Patrons.
SR Circulakion Cakaloging

for Pakrons
the Catalog Fa

for record by TCH Shift+F3
for record by Recard ID

for copies by Barcode FS

for patron by Barcode F1
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Setramm I Pete Refresh |[EITLQeRd temsOut | Holds | Bils | Edit | nfo | Exit |
(Juvenile)
¥Status “!| - Check Out
Fatrons Barcode: V‘ | | [ Submit ] Cue Date |Narmal v
MGRL-RO ;
B
Wiy S Barcode D Date Title
Expires on 2011-02-23
Holds: 0
[ Avallble: 0
Credit: $0.00
Bills: $0.00
Check Ovuts: 0
[ Overdie! 01
[ longOverdee: O
Claimed Returred: 0
Lost: 8]
MNon Cat: 0
¥1D /Contact Info
Library Card: 1530101474001
I 1 Other
041519985CH
D2
pete schramm

DOB: 1998-04-15
Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:
OPAL Login: 1530101474001
Email:

YMailing Address

PO BOX 23

Okatie SC 26909

¥Physical Address [Print Receipt] ’ Export I Save Columns | [ Strict Barcode [ Auto-Print Done
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The following search screen (Figure 35) will appear:

[l Edit Search Circulation Cataloging Admin (-} Help

Tau;|Tau;|Tabg|Tabg | 5 Patron Search |Tab§|Tab1|§kem Checklnlgpatmn: Schramm, Pete ‘

No Patron Selected Search Form | | Retrieve Patron

Search for Patron
Include inactive patrons?
Limit results te patronsin | Everyhere El
Last Name:

First Name:

Middle Name:

Email:

Phone:
n:

Address 1:
Address 2:
City:

ZIP:

\ Search |

\ Clear Form |

Figure 35 Search for Customer's by . . .

If the check box Include inactive customers? is selected, the system will search all customer
records, both active and inactive. Staff can also limit the search to active customers by un-
checking the box.

The next box down (Figure 36) prompts for the location that the staff member wants to search,
for example choose Everywhere, if the customer is unsure as to where they originally registered.

Mo Patron Zelected

Search for Patron

Include inactive patrons? O
Limit results to patrons in | Everywhere

Last Mame: Everywhere

. Local Library 3vystem
First MName: This Branch
Middle Mame: Tour Bookmokile

. This Specialized Library
Email;
Phore:
1
Address 1;
Address 2:
City:
ZIP:
Clear Form  »
£ >

Figure 36 Search for Custome
From this point, staff can enter any single field or combination for the data listed:
> Last name
> First name
» Middle name
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Email address

Phone number (include dashes e.g. 843-379-4300) Note that a partial entry is valid—
843 would retrieve all customer records with the area code 843.

ID number (searches for the Beaufort County Library Alt-ID. Note--this is not a search by
Barcode.)

Address 1

Address 2

City

Zip code

Notice in Figure 36 the Clear Form button. This clears out the search portion of the screen.

The system will search and if it finds one or more matches, it will display the customer(s) in the
large box to the right of the screen (Figure 37). The more information that is entered the closer
the match. Note search results larger then 50 are truncated (Figure 38).

Y Y V

YV VY

No Patron Selected Search Fo r'r( Retrieve Patron

é%arch for Patron Barred  Birth Date Family Name  First Name ame &

. . No 1943-04-15 Schramm Lynn Marie
Include inactive patrons? [ No 1943-09-29  Schramm Pete

Limit results to patrons in | Everywhere B No 1998-04-15 Schramm Jr Pete

Last Name:

First Name:

Middle Name:

Email:

Phaone: 843-379-4300
1D:

Address 1:
Address 2:
City:
ZIP:

{ Search ‘

{ Clear Form ‘

Figure 37 Customer Search Results

The page at hitp://demo.gapines.org says: Pg|

1 Results capped at S0 patrons,

Figure 38 Search results capped

Navigating the Customer Record

After a match has been found, highlight the match and click on the Retrieve Patron button (as
shown in Figure 37).
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Schramm, Pete q 5 =
9 Refresh |[eiCldgellld [tems Out Holds Bills Edit Info Exit

(Alet)
YAlert

COWCARD DB Lynn Schramm 2/3/2009 @
Lorem ipsum dolor sit amet, consectet
adipiscing elit. Danec odio. Quisque

volutpat mattis eros. Nullam malesua

erat ut turpis. Suspendisse urna nibh,

viverra non, semper suscipit, posuere §,
pede. Donec nec justo eget felis faciligy
fermentum. Aliquam porttitor mauris fi1_ Quisque volutpat mattis eros. Nullam malesuada erat ut turpis. Suspendisse urna nibh, viverra non, semper suscipit, posuere a,
amet orci. Aenean dignissim pellente: pede. Donec nec justo eget felis facilisis fermentum. Aliquam porttitor mauris sit amet orci. Aenean dignissim pellentesque felis"
felis.

Alert

Alert message: "COWCARD DB Lynn Schramm 2/3/2009 Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Donec odio.

Press a navigation button above (e.g. Check Out) to clear this alert.

¥Status

Patrons
MGRL-RO
Internet: Filtered

Expires on 2011-02-18 Customer summary Scroll bar
Holds: 0
[ Available: 0|
Credit: $0.00
Bills: $0.00
Check Outs: 0
0|
[ Long Overduei 0|
Claimed Returned: 0|

Lost: 0
Non Cat: 0

¥ID/Contact Info
Library Card: 1530101474000

« [ b

Figure 39 Customer Record example with an Alert
The full customer record appears.

The customer name appears in the top left hand corner of the screen. Beneath the name are
any Alerts or Note indicators as well as the Alert text box. A customer record that has an Alert
will initially display a Stop message along with the Alert message text in the field to the right.
Press a navigation toolbar control button to continue.

Below the Alert window, on the left side of the screen, is the customer Status summary. This box
displays the customer profile, the name of the home library (where they are registered),
whether or not the customer has filtered or unfiltered internet access, and the expiration date
of the library card.

The next section lists:

Number of holds the customer has placed

Number of holds that are now available for pickup

Total amount of any bills due

Total checkouts

Total items overdue

Total items long overdue

Total items claimed returned

Total items lost

Total items checked out that have not been fully cataloged (non-cat)

The final section (visible via the scroll bar) contains ID / Contact information, including:

Library card number (barcode)
ID 1 and/or 2

Date of birth

Day phone

Evening phone

Other phone
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OPAC login (this can be changed by customer from customer ID to something else)
Email address
Mailing and/or Physical address

To the right at the top of the screen is the navigation toolbar which enables the staff member to
perform tasks, such as retrieve information about the customer, or to edit the record. They are:

LRefresh oo e rd ltemsoOut | Holds Bills Edit Info Exit H

1. The Refresh button updates the screen display. This will often occur automatically after
a change, but when in doubt, press the Refresh command to restore the screen to
current information

2. The Check out button prompts for item barcodes to check out materials (Figure 40).

* 1: admin@BROOK-HQ-instructor.demo gapines.org

File Edit Search Circulation Cataloging Admin(-) Help

1 Patron Search | 2 Patron: Schramm, Pete |Tab;|Tab5|Tab§|Tab§|Tabz|Tabg|Tabg‘
Schramm, Pete Refresh ‘ _uems{)m| Holds ‘ Bills ‘ Edit | Info ‘ Exit ‘
(Has Bills) (Has Overdues)
¥Status Check Out
Barcode: | Submit Due Date |pormal
Patrons E' B
Barcode Due Date Title "
MGRL-RO
Internet: Filtered
Expires on 2011-02-18
Holds:

Credit:
Bills:
Check Outs:

=
OIII
bl
o
o o B e [
w o
N g
w S
=}
w

Non Cat:

¥ID/Contact Info
Library Card: 1530101474000
DL Other
19430929SCH
1D 2:
DOB: 1943-09-29 I

Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:

OPAC Login: 1530101474000

Email: pschramm@hotmail.corr

1

[ Print Receipt | | Bgort | | Copyto Clipoare | | Save Columns | [ strict Barcade [ Auto-Print Done

« n v

A — e ——Eves——reee— o T
AYE == I beavtor training m... Microsoft Word T SC Lendelssue 0.3 1., Evergreen Staff Clien. || 1: admin@®BROOK-. <BBD " Ee 208pm

Figure 40 Check out Display
When selected, notice that the Check Out window displays a toolbar at the bottom of the
window (Figure 41).
Pﬂ?int Receipt | [ Bxport | | Copyto Clipboard [ Strict Barcode [ Auto-Print
Figure 41 Checkout Toolbar
Print Receipt— generates a print out of the information contained on the
screen.
Export—will generate a file to export the data as a .csv file Refer to Appendix 7
for further information on CSV files.
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Copy to Clipboard—copies the data to the clipboard.

Save Columns—saves the configuration of the columns headings.

Strict Barcode check box—when checked forces the system to accept only
barcodes in the correct configuration.

Autoprint check box—when checked forces Evergreen to automatically print a
receipt.

Done—closes that customer screen.

3. The Items Out navigation toolbar button displays the items that the customer currently
has checked out. Notice also that the Items Out window is split in two panes with the
bottom window available for displaying Lost, Claimed Returned, Long Overdue and
outstanding items associated with Unpaid Bills.

Schramm, Pete Refresh ‘ gneckom| [l Holds | Bills ‘ Edit ‘ Info ‘ Exit ‘
(HasBills) (Has Overdues)
¥Status Items Out
Actions for Selected tems
Patrons
Barcode Checkout Lib Circ Lib Due Date Fines Stopped Remaining Renewals Title i1
MGRL-RO 1012000555789 MGRL-RO CLAYTN-FOR  2009-03-13 El Pakistan The people
T Elaes 3052005010883 MGRL-RO SWGRL-DEC 2009-03-13 4 The black-white test score gap
0530004379472 MGRL-RO MGRL-EW 2009-04-01 2 Writing from within :
Expires on 2011-02-18
Holds: 1
Credit: $0.00
Bills: $37.30
Check Outs: 4
Claimed Returned: 1 -
L
Lost: 0 [ show Non-Cataloged Circulations in List Above | > Print Receipt Export
Non Cat: 0
"<Lost / Claimed Returned / Long Overdue / Has Unpaid-Billings
¥ID/Contact Info Actions for Selected ltems
Library Card: 1530101474000 Barcode Checkin Date Checkout Lib Circ Lib Fines Stopped Title il
D1 oth 33207000695042 BROOK-HQ ARL-ATH CLAIMSRET... Albany
: er 3207000822579 2009-03-09 BROOK-HQ ARL-ATH LosT The book of pressed flowers
194309295CH
1D 2:
DOB: 1943-09-29 ||
Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:
OPAC Login: 1530101474000
Email: pschramm@hotmail.corr
- Print Receipt Export
< . r

Figure 42 Items Out Display
At the bottom of the top section (circled in red) is a command button labeled Show Non-
Circulations in List Above. Clicking on this button will display any non-circulating items
the customers may have out along with the circulating items.
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4. The Holds button displays details of the material the customer may currently have on

hold.
W chramm, Pete Refresh ‘ gneckom| Items Out | Bills | Edit | Info ‘ Exit ‘
(Has Bills) _(Has Overdues)
¥Status || Hotds
Actions for Selected Holds
FEEE AvailableOn  CaptureDate  CurrentCopy  LastNotifyTime  Notices  Pickuplib RequestDate Status  Title Type &
MGRL-RO No Copy 0 MGRL-RO 2009-03-19  Waiting ... Writing from wit... T
Internet: Filtered
Expires on 2011-02-18
Holds: 1
© Avalable: 0
Credit: $0.00
Bills: $37.30
Check Outs: 4
~ long Overdue: 0
Claimed Retumed: 1
Lost: 0
Non Cat: 0
¥ID/Contact Info
Library Card: 1530101474000
DL Other
194309295CH
1D 2:
DOB: 1943-09-29 I
Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:
OPAC Login: 1530101474000
Email: pschramm@hotmail.com - :

Figure 43 Customer Holds List

5. The Bills button will display all information pertaining to a customer’s bills—for fines
and other bills e.g. damaged material. This is where bills other than fines are created
and payment is applied to the bills. Fines are automatically calculated and added to the
customer record by the Evergreen system.
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kchramm, Pete Refresh | gneck()ntl Items Qut | Holds |m Edit | Info | Exit |
(HasBills) _(Has Overdues)
¥Status | - Summary Pay Bill
Met Balance 37.30 Payment Type Cash E
Patrons N P——
- Payment applied |09 ayment received |0
MGRL-RO = New Balance 730 - Payment applied [ g
Internet: Filtered = Change 000
Expires on 2011-02-18 or Patron Credit 000
Holds: 1
_ - ] Annotate Payment 7] Auto-Print | Convert Change to Patron Cret | | Apply Payment
Credit $0.00 Selected Balance: $37.30 Un-Selected: $0.00 Voided: $0.00 [Red ltems are still Checked O
Bills [{,37 30 Information Money Summary Current Payment
Title: Total Billed 560 000
. 7 !
Check Outs: 4 Last Billing:  Overdue materials TotalPsid 5000
_ - =| || [[FullDetails | [Add Billing | [Void AllBilings Balance Owed 5.60
~ Llong Overdue: 0 Twe gy Toaigies S o
_ - Last Billing: Fee for lost card Total Paid 5000
Balance Owed  $3.00
Full Details | | Add Billing | | Void All Bilings
Lost: 0 g {—J
@ Total Biled 5260 000
Non Cat 0 Last Billing:  Overdue materials TotalPaid  50.00
- - Balance Owed  $2.60
Full Details | | Add Billing | | Veid All Bilings
¥ID/ContactInfo — Q g ]
Title: Pakistan The peopld TotalBilled 5260 000
Library Card: 1530101474000 Last Billing:  Overdue materials Total Paid s0.00
D1 Other [ FullDetails | | Add gilling | [ Void AllBillings | Balance Owed $2.60
19430929SCH Title: The book of pressed flowers Total Billed 52850 000
Last Billing: Lost Materials Total Paid 5000
D2 [ Fult Detoits | [ Add giling | [ void AllBilings | Balance Owed - §28.50
DOB: 1943-09-29 N
Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:
OPAC Login: 1530101474000
Email: pschramm@hotmail.com

<

i,

]
Figure 44 Customer Bills Display

6. The Edit button gives access to the Evergreen User Editor, where changes can be made
to the customer record.

Schramm, Pete Refresh | gnecmntl Items Out | Holds | Bills | Edit Info Exit
(Has Bills) (Has Overdues)
¥Status = & Print Page

3 . Welcome admin
atrons Evergreen User Editor
MGRL-RO

Internet: Filtered
Expires on 2011-02-18
Holds: 1 1. User

| Available 0 Identification Barcode  [1630101474000
$0.00
$37.30

Uncheck All | [ Check All Print Bills

Note: required or invalid fields are marked with color

Username 153010147400

2. Contact Info

Password

Verify Password

[ Overduel
_ = 2. Addresses First Name ~ Pete
Claimed Retumed: 1|

0

0

m

Middle Name
4. Groups and
Lost: Permissions Last Name  Schramm
Non Cat: Suffix -Pick- [x]
5. Statistical
- ¥ID/Contact Info Cateqories Date of Birth 13430929 | [E (rvvv-mm-om
Library Card: w Primary Identification Type Other |Z|
D Oy ©. Sunveys Primary Identification  |194308295CH
194309295CH
D 2:
7. Finish
DOB: 1943-09-29 N

Forward:=:>

Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:

OPAC Login: 1530101474000
Email: pschramm@hotmail.com

< m ] »

Figure 45 Modify Customer Record Editor
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The Info button displays notes that have been added to the customer record. Any note message
created by staff should include the Entry Date, system initials, branch initials, and staff initials.
For example, Please call the Beaufort Branch 843-470-6500 to update your email address. 2009-

04-27, BCL, BEA, te.

Notes are added and deleted to the customer record from this screen. The contents of a note
cannot be edited. To change the contents of a note remove the note and create a new note with

the changed information.
L}chramm, Pete
(HasBills) (Has Overdues)

Refresh ‘Qheck()ut| llem50m| Holds | Bills ‘ Edit ‘ Exit |

¥Status

Patrons

MGRL-RO

Internet: Filtered
Expires on 2011-02-18

Holds: 1

Credit: $0.00

Bills: $37.30

Check Outs: 4

Lost: 0

Non Cat: 0

¥ID/Contact Info

Library Card: 1530101474000

ID1: Other
19430929SCH

ID 2:

DOB: 1943-09-29

Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:

OPAC Login: 1530101474000
Email: pschramm@hotmail.com

<[ i, b

Notes

Stat Cats

Surveys

Group

Add New Note

Customer Note 2009-04-08 Patron Vi-sihle‘

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Donec odio. Quisque volutpat mattis eros. Nullam malesuada erat ut turpis. Suspendisse
uma nibh, viverra nen, semper suscipit, posuere g, pede.

4Delete This Note #Print

Figure 46 Customer Notes, etc
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7. The All Cards® button displays one or more customer IDs including lost cards, and
indicates which ID is the lead ID. IDs can also be made active or inactive from this

screen.
p—
Ele Edit Search Circulaktion  Cataloging Admin () Help
1 Patron: Resident, ¥ I
Resident, Y Refresh | Check Out | ttems Out | Holds | Bills | Edit | Info |- Exit |
(See Motes) (HasEills) (Invalid DOE)
' ¥Status
Patrons Barcode ‘ Status |anary Card‘
DORA MI-123456785 & Active ¢ Inactive o
Internet: Filtered P176 & fctiwve  © Inactive =
Expires on 2011-06-09 ;
Holds: 0 _Subrit Changes |
Credit: $20.00
Bills: $50.00
Check Outs: 0
Lost: 0
Non Cat: 0
-¥ID/Contact Info
Library Card: P176
ID 1: Drivers License
MI-P176
ID 2:
DOB: <Unset>
Day Phone: 123-456-7890

8. Finally, the Exit button will exit the customer record. When this button is clicked,
Evergreen returns to a blank retrieval screen where the next barcode can be scanned/typed in.

File Edit Search Circulation  Cataloging

Admin (-} Help

1 Check Out |

Retrieve Patron

Barcode: I Submit |

Modify Customer records

Note: SC LENDS has a combined Customer database. All libraries will be able to
update customer information from all other libraries thus making keeping up
with new telephone numbers and addresses easier.

Use this procedure to edit information in an existing user record.
Retrieve a Customer by the generalized customer search or by searching by barcode.

Select Search > for patrons or press F4

® All Cards is not available in this software release.
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Circulation  Cataloging

for Patrons F4

Iéthe Catalog F3
for record by TCN Shift+F3
for record by Record ID

for copies by Barcode F5

for patron by Barcode F1

[No Patron Selected

- Search for Patron

Include inactive patrons? [

Last Name:
First Name:
Middle Name:
Email:

Phone:

1D:

Address 1:
Address 2:
City:
ZIP:

Limit results to patrons in | Everywhere E|

l Search

l

l Clear Form

l

From the search list results select the Customer and click on Retrieve Patron.

& Search Form | | Retrieve Patron
Barred  Birth Date  Family Name  First Name  Middle Name &
No 1943-04-15 Schramm Lynn Marie
No 1943-09-29 Schramm Pete
No 1998-04-15 Schramm Jr Pete

Or select Search > for patron by barcode or press F1

Circulation  Cataleging

for Patrons F4
the Catalog F3
for record by TCM Shift+F3
for copies by Barcode F5

for patron by Barcode F1

Scan the barcode and click Submit or press Enter.
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File Edit Search Circulation Cataloging
1 Check Out

Retrieve Patron

Barcode: | 5201960

Once a customer is loaded into check out screen click Edit to retrieve their record

Refresh |geiZe ey [tems Dut‘ Holds | Bills | Edit Info Exit

Check Qut

Barcode: IZI DueDate | pygpmg
Barcode Due Date Title ®B

Note--If a customer is logged in to OPEC the system blocks you from saving any
changes to the customer record.

Alerts
If a Customer’s record has an alert, a red Stop sign is displayed when the record is retrieved.

Refresh Check Out gtk 0||l| Holds ‘ Bills | Edit | Info | Exit

o)

s

Alert

Patron account is INACTIVE.

Patron account is EXPIRED.

Pres= a navigation button above (e.g. Check Cut) to clear this alert.

Figure 47 Example Alert Message

Some alerts are system-generated (e.g. “Patron account is EXPIRED”). Other alerts are
staff-generated.

Pay attention to the Alerts and Note indicators when they appear on a user’s record.

In order to edit the Alert Message field click Edit on the navigation toolbar and then the
Groups and Permissions link (Figure 26). Alerts that are no longer needed should be
deleted thus removing unnecessary alerts from the customer’s account. Editing is
character oriented so typical text editing features (.e.g., backspace, delete, cut/paste)
work as expected. The Clear command button (Figure 48) will delete all text. Note
however, text changes are not saved until you navigate to the Finish screen and click
Save User.
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The Alert Message field will hold more than the five lines of visible text. As entries
exceed the window size a slider bar appears. See page
CCWCARD -
DE Lynn Schramm EHSHEGG&,
Lorem ipsum sSit amet, lor
Alert Message | consectetuer adipiscing elit.
Donec odio. Quisque wvolutpat -

Clear |

Figure 48 Alert editing field showing the Clear command button

m

Notes
If there is a note on a Customer’s record, a See Notes message appears when record is retrieved

(Page 35).

File Edit Search Circulation Cataleging

Tab]_.lTab;li Patron Search | 4 Patron: Bowman, Lester R

Bowman, Lester R

lﬁﬁlert)@Ha: Bills) (Has Overdues)
L
YAM

Fines are very overdue, please try to
obtain payment.

Customer Notes are accessed from the Info navigation toolbar button.

Although Staff can add or delete a note the contents of a note are not editable. Notes are
strictly communicative and in the Evergreen client are only visible from within the Notes field. At
the discretion of the library staff, notes can be made visible to the customer, via their OPAC
login. It is good practice to be professional when wording a note visible to the customer.
Because notes in the database are consortium-wide, it is good practice to identify which library
and staff member created the note; see page 23.
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To create a note click Add New Note (Figure 49). Enter note information and click Add
Note. In this example on Figure 50, Patron Visible is selected.

Note added.

New Note
Patron Visible? [7]
Title Lost Item

MNote Your umbrella is being held in the lost and found at the Bluffton Branch of the Beaufort County Library.
2009-04-27, BCL, BLU, ps

Figure 50 Example Note dialog box

Refresh |gheck0ut‘ _ItemsOut‘ Holds | Bills ‘ Edit | Exit

Not
:B?i ‘gdd New Note

Stat Cats
Surveys

Group

Figure 49 Adding a Note into a customer record

Click OK.

The page at http://demo.gapines.org says: Iﬁ

/ 1. Moteadded.

L0k

Common Edits and Updates

Renew Customer’s Privilege
After verifying customer information, reset the Account Expiration Date by proceeding to the
Groups and Permissions section of the customer record (Figure 26). Enter an expiration date of
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one year from today's date for standard customers or the appropriate date for specific
customers, such as a three week card holder.

Remove a Customer

To remove a customer, proceed to the Groups and Permissions section of the customer record
(Figure 26). Click the Active check box (turn off the check in the box) and save your change.
(Note the confirmation message is the same as any other record change). Evergreen sets the
account to INACTIVE.

A later Search for Patron by Name will show no result; however if you Search by Barcode the
system will display the customer’s record with and Alert Message “Patron account is INACTIVE.”
The record remains attached to the customer until manually purged from the database.

User Lost Card

To reset the customer’s barcode, proceed to the User Identification section of the customer
record Figure 52). Click Mark Lost -- Evergreen removes the barcode from the field and turns the
field red (Figure 51).

carcoce |

Username 1530101474000

Password

Figure 51 Prompt for a replacement customer ID barcode
A prompt appears asking “Deactivate Original Card?” click on OK.
Note: Bills for lost cards must be manually entered on the customer’s account.

[Schramm, Pete Refresh | gne:kout| Items Out | Holds | Bills ‘ Info ‘ Exit ‘
(HesBills)_(Has Overdues)
¥Status [ pint Page |

Welcome admin
Patrons

MGRL-RO
Internet: Filtered
Expires on 2011-02-18

Evergreen User Editor

Note: required or invalid fields are marked with color

Holds: 1 T

© Avallable 0 Tdentiications Barcode  [1530101474000
Credit: $0.00 Username 1530101474000
Bills: $37.30 2. Contact Info password
Check Outs: 4 Verty » .
erl '255SWOr
|

Figure 52 User Lost Card -- Mark Lost

Scan or type new barcode in blank field. As the Username field is coupled to the customer’s
barcode, make sure you proceed to the paragraph in this document (Reset Username page 52)
on resetting the username field before completing this proceedure.

It is important to note that the old barcode IS NOT freed up for use. It remains attached to the
customer until they are manually purged from the database. If someone tries to use the Inactive
card, they will be stopped.
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©

Alert

Patron account retrieved with an INACTIVE card.

Figure 53 Example lost Card Alert

Reset Username

Unlike passwords, you can see the Username for a customer in their record, so if they change it
and forget what they changed it to, they can acquire that information from the staff (in person,
after presenting the proper ID).

Check the customer’s Username field for changes. If a customer prefers to match their
usernames to their card numbers, those numbers should reflect the current card. Therefore, if
the username is still the original barcode, you should delete it and enter the new barcode;
otherwise, their username — which they use to log onto the OPAC — will still be their lost card
number (Figure 54). Users have the option of creating a Username that is unique. So be careful
not to replace the current Username with the new barcode without checking with the
customer. In the example shown in Figure 54, the customer’s username is still their lost barcode
number.

Click Finish and Save User.

Barcods  |1530101474123

Username

Password

Werify Password

First Mame

Middle Mame

Last Mame

Suffix

Date of Birth

Primary Identification Type

Primary Identification

1530101474000

Pete

Schramm
-Fick-
1843-06-29 (YYY-MM-DD)

Other v

194309295CH

Forwards=

Figure 54 Barcode -- username mismatch after ID change
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Reset Password -

1, User
Identification Barcode  [1630101474000

Username (1530101474000

verify Password [

3. Addresses First Mame |Fete

Middle Mame

4. Groups and

Permissions Last Mame |Schramm

Suffix -Pick- %

5. Statistical

Catequries Date of Birth  [1943-03-24 {NOre-MM-D0)

Primary Identification Type | Other he
6. Surveys
Primary Identification  |092919435CH
7. Finish

Figure 55 User password hidden from Staff view
The customer’s password is normally hidden from Staff view; therefore, customers who
misplace their 4-digit temporary password (or their permanent number--see Appendix 3 for
background on how customers change to their permanent passwords) will need to have the
password reset to a new number. For security purposes staff is unable to give the customer
their current password—the field is shown as a blank field (Figure 54). The alternative is to reset
the password to a new temporary password for the customer. Click on the Reset button (Figure
55) in the User Identification section the new four digit number will appear next to the Reset
button.
Note: Make sure you give the customer their new temporary number, remind them that the
system will prompt them for a permanent number when they next enter OPAC, and before
losing your work, be sure to go to finish and save the modified record.

Update Phone Numbers
Enter new or changed phone numbers in the Contact Info section (Figure 23).

Modify a Group relationship
To review and modify the group relationship of customers from the navigation toolbar of the
customer record click on Info > Group. The following screen is displayed.

Mot
gt[:;te (Sjatg Group Members
Surveys Choose an Action...
Group Active Barred Birth Diate Family MNarme First Mame Group Lead Middle Name =3
N 19 14-1 Sebramm e Jeto o
Yes <o 1943-04-15  Schramm Lynin Yes Marie
Yes Mo 1996-12-29  Schramm Jack Mo
Yes o 1943-09-29  Schramm Pete Yes

Figure 56 Example Group Relationships
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From the Choose an Action command button staff can perform any of the following
actions:

M Action. .. ‘ |

Feqgister a MNew Group Member by Cloning Selected Patrons
Remove Selected Patrons from the Group

Move Selected Patrons to ANOTHER. patron's group.

Move ANOTHER patron to this patron group.

Refrieve Selected Patrons

Figure 57 Group Actions

Register a New Group Member by Cloning Selected Patrons will start a customer registration
based on cloning the information from the highlighted customer.

Remove Selected Patrons from the Group will remove selected customers from the existing
group.

Move Selected Patrons to Another Patron’s group will open a dialog box requesting the barcode
number of the customer the selected customers are being moved to.

The page at http://demo.gapines.org says: g|

[, Please scan a patron barcode:

[ Ok l ’ Cancel

Move Another Patron to this patron group will open the same dialog box as above so the
customer being moved in this group can be identified.
Retrieve Selected Patrons will open one or more customer records in separate tabs.

Update Addresses

To review and modify customers’ addresses, from the navigation toolbar of the customer
record, click on Edit > Addresses section Figure 25 and enter new, additional, or updated
addresses in the Addresses section.

Edit any other required customer fields and click Finish then Save User.

You are now ready to save the user to the database.
To view or print a summary of the changes, click on the "View Summary" link.
To save the user, click on the 'Save User' button.

View_Summary;

’ Save User ] [ Save and Clone User ]
L
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Barring and Unbarring Customers

Customers are prevented from placing a hold or checking out material or using library
computers if they are barred. Evergreen requires an Alert message be placed in the customer’s
record when barring a customer. The Alert Message should give information about why the
customer was barred, which library barred them, and the date they were barred. A similar
message should also be entered as a customer viewable note in the customer record .e.g.,

Reason: The book “The Last of
the Mohicans” by James Fenimore
Cooper, borrowed on Nov23, 2001
is long over due.

Barring Library: Bluffton
Branch (Beaufort County Public
Library)

Bar date: 4/12/2002 AR

Figure 58 Example Barred Alert Message text

When a barred customer tries to place a hold, they receive an alert telling them they are barred,
and directing them to see Staff Notes in their “My Account” page or to contact their local library.
Customers cannot be barred or unbarred systematically. A staff member must go in manually
from within the Customer record to bar and unbar the Customer.

Bar a Customer
To bar a Customer, retrieve the Customer record and click on the Edit command button on the
navigation toolbar.

schram;, sam Refresh | CheckOut | femsout | Hoids | giis  |[IETHE  we | et |

(Trwvalid DOR)

¥Status = Print Page

Patrons Welcome admin
BROCK-HO Evergreen User Editor

Interret: Filtered
Expires on 2011-03-06

Note: required or invalid fields are marked with color

1. User Profile Group  |Patrons ~

Identification

Credit:
Bills:
Check Outs:

Account Expiration Date  |2011-03-06 (VrY-MM-DD)

2. Contact Info Internet Access Level | Filtered b

oo ey = =]
=
oD
o

=]
Lost:
Mo Cat:

3. Addresses Barred

Set as Family/Grosg=ead
¥ID /Contact Info Account
4. G d
Uibrary Card: 1530101474003 e Claims Retumed Count [0
I 1: Other

@ 2: 5. Statistical

DOB: <Unset: Cateqories Alert Message

Day Phone:

Evening Phone: 6. Surveys
Other Phone:

OPAC Login: 1530101474003 1. Finish
Email:

==Rack Forwards=
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The User Editor appears. Click on the Groups and Permissions section.

Click on the box labeled Barred to check it.

The system will prompt for entry of an alert message explaining why the Customer was barred
refers to example Alert Message in Figure 58.

The page at hitp://demo.gapines.org says:

Ly Flease add a note to the patron's alert message explaining why the patron is barred,

(This Alert Message will appear whenever the customer record is accessed.)
Click on Finish. Click on Save User. Click on OK.
The barred message appears on the initial Customer record screen.
Refresh ‘ Check Out | Items Out‘ Holds | Bills ‘m Info. ‘ Exit

(Barred) (Alert) (Invalid DOB)

YaAlert
Example note for a Barred Customer. @
¥Status
Patrons
BROOK-HO
Internet: Filtered
Expires on 2011-03-06 Alert
Holds: o]
- Alert message: "Example note for a Barred Customer.”
C,red‘t: $0.00 Patron account 1s BARRED,
Bills: $0.00
Check Outs: 0]
_ - Press a navigation button above (e.g. Check Out) to clear this alert.
| Long Overdue: 0|
Claimed Returned: 0|
Lost: 0
Man Cat: 0]

Unbar a Customer
To unbar a Customer, you would use a similar procedure as above:

> Go to the Evergreen User Editor by clicking on the Edit command button on the
navigation toolbar associated with the customer record.

> Click on Groups and Permissions section.

» Uncheck the box labeled Barred.

» Click on the Clear button beneath the box labeled Alert message or if there is other text
to be retained edit out the barred message.

» Click on Finish.

» Click on Save User.

» Click on OK.

The Customer record screen refreshes and the alerts are gone.
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Chapter 3 Common Circulation
Tasks

Circulation Basics

Library cards must be presented for checking out materials, placing holds and for using the
Internet.

COWCRD

A customer may check out without their library card upon showing a drivers license or some
form of ID. If a person has no ID, the staff will ask them to confirm their Alt ID or phone number
and address. If a customer is able to prove their identity, then an Alert Message is placed in the
person’s record indicating they checked out without their card. The Alert message consists of
the phrase Checked-Out Without a Card abbreviated as COWCRD followed by the entry Date,
system initials, branch initials, and staff initials, e.g., COWCRD 2009-04-23, BCL, BLU, ps. The
next time the person comes in with their card, the Alert is removed, or if the person comes in
without their card, the card is treated as lost and must be replaced.

POWCRD

A customer is allowed to retrieve material for a friend or relative one time without a designated
borrower entry. If this happens staff will indicate in the Alert Message field of the person who
the material was retrieved for, POWCRD (i.e., Permission W/O Card) followed by the entry Date,
system initials, branch initials, and staff initials, e.g., POWCRD 2009-04-23, BCL, BLU, ps. After a
POWCRD appears on a customer record only the customer who is assigned the card can check
out materials, pay bills etc. until they have designated a borrower for their account. The note
should be deleted when the customer has a valid designated borrower entry.

Understanding Customer Status
Customers in good standing with their home library can borrow from the consortium. Customers
above the fine or overdue limit within their home library system will be blocked from borrowing
from all SC LENDS libraries regardless of the fine or overdue limits of the other library systems.
On the customer record screen, the customer name appears at the top left (Figure 59). The
customer’s status is reflected in the particular background color in the name field.
e Green indicates that the customer is in good standing, with no fines, bills, over dues, or
alerts (other than a holds alert).
e Yellow indicates that there is an alert (other than a holds alert) on the record. The alert
also shows up beneath the customer name in the Alert field with a yellow background.
Notice that in this example (Figure 60) the customer also has bills (shown as a Note
flag).
e Peach indicates that the customer has fines or bills (Figure 60
e Red indicates that the customer has been barred from using the library (Figure 62).
e Dark gray (it really looks black) indicates the customer’s card has EXPIRED (or expires
today).
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(Jvenile)
~¥Status
Patrons

MGERL-RO

Intermet: Filtered
Expires on 2011-02-23

Holds:

~ Available:
Credit: £0.00
Bills: 0,00

Figure 59 Normal customer Status (Green)

Schranmyn, Pete
(alertl  {Has Eills)
yalsr—

cowerd BM 3/11/09

Schranum, Pete

(Has Eills)
- ¥5tatus - ¥5tatus
Patrons Patrons
MGERL-RO MGERL-RO
Internet: Filtered Internet: Filtered
Expires on 2011-02-18 Expires on 2011-02-18

Haolds:

$0.00
$28.50

Credit: $0.00
$28.50

Figure 60 Bills Customer Status (Yellow) Figure 61 Alert Customer Status (Orange)
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(Barred) (Alert) (Has Bills)
YAlert
Example Barred Message — BM 3/11,/09

Internet: Filtered
Expires on 2011-02-18

Holds:

Bills:
Check Cuts:

Lost;
[“on Cat:

Figure 62 Barred Customer Status (Red)

Checkout Alerts

Alerts at checkout can indicate something about the customer, for example, the customer has
too many items checked out, or has reached the limit of items that can be reserved.

Other types of alerts include notes that customer has available holds waiting for checkout
(Figure 63).

Eile Edit Search Circulstion  Cataloging

1 Patron: Student, & | 2 Item Check In

Refresh | Check O

- ¥Status —

Patrons-TRAINING @
DORA

Internet: Filtered
Expires onh 2011-10-14

Alert If a customer record has an alert, it will
display in yellow beneath the name.

II
2l
o
i)

o o [T TS 8]
==
o o
(==

Credit:
Bills:
Check Outs:

Helds available: 1

Press a navigation

Lost:
Non Cat:

Figure 63 Hold Alert massage (system generated)
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Check Out (F1)

SC LENDS customers will be able to walk into any SC LENDS library and check out materials. They
can also return items to any SC LENDS library. To check out an item press F1 or select Circulation
> Check Out Items.

Check Qut Itermns

Scan or enter customer’s barcode and, if entering barcode manually, click Submit. To check out
materials without the customer’s library card, search for an individual customer by name,
address, or other fields (and be sure to enter a COWCRD Alert Message—see page57). Searching
for a customer record is covered in “Modify Customer records” page 46.

1 Check Out|

Retrieve Patron
Barcede: | pg201960] Subrmit

Check to make sure there are no customer Notes, or Alerts on the record. For example, if the
customer had previously checked out an item without their card then an Alert indicator should
appear on the customer’s summary record and a red Stop sign is displayed when the record is

retrieved.
Refresh Check Qut _IlemsOllt| Holds ‘ Bills | Edit | Info | Exit

E

s

Alert

Patron account is INACTIVE.

Patron account is EXPIRED.

Press a navigation button above (e.g. Check Cut) to clear this alert.

Figure 64 Alert message appearing at Check Out
Refer to the Alert field to see the specific comment.
Make sure to clear any Alerts not needed on the customer’s record by opening the customer’s
record using the Edit command on the toolbar and navigate to Groups and Permissions section
of the customer record (Figure 26). Notes can be added or deleted after you press the Info
command button on the navigation toolbar (Figure 46).
Once you have completed any basic customer record updates, scan the item’s barcode, or type
the Item ID and click Submit.
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The Select a Due Date window (to the right of Submit) should be set to Normal (The due date is
automatically set according to the library policy for the item type.). The Due Date window
defaults to Normal, but you can also set an alternate date from the Due Date -- dropdown.

The due date is now displayed in the list of scanned items that have been successfully checked-
out to the customer. To select a custom due date (e.g., a class textbook) use dropdown menu
options or enter a custom date in YYYY-MM-DD format. A custom date must be set prior to
entering the item’s barcode.

C[:gck Out
Barcode: E Submit DueDate [pjormal B
Barcode Due Date Title 2
31012000559789 2008-03-23 Pakistan The pecple

When all items have been checked out, the staff can click on the Print Receipt button at the
lower left of the check out screen to print a receipt for the customer. The check out receipt gives
a list of the items checked out and their due dates. If the Auto-Print box to the lower right is
checked, the receipt is automatically printed.

When finished checking out items for the customer, click on the Done button. A new check out
screen will appear for the next transaction.

Note: Customers should always be given a receipt showing their due dates. All CIRC stations
should have receipt printers attached to their workstations to accommodate automatic printing
as the items are scanned.

Modify the Due Date

When checking out an item, staff may need to change the default due date to another date. In
order to do this, before scanning the item, click on the box in the upper right hand corner of the
checkout screen labeled Due Date. There is a dropdown menu that will display the following

DueDate | Normal E

Today + 3 days

Today + 7 days

Today + 14 days
Today + 30 days

choices:
You can further modify the due date by selecting the field and editing the date via keyboard
entry. Note the change in due date does not modify an item that has already been scanned. The
Due Date modification only applies to future scanned material.
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Overrides
When the system will not allow checkouts of materials to customers, for various reasons, staff

have the ability (if warranted and allowed) to override the refusal and continue to check out the
material.
For instance if a customer brings to the checkout desk a book that is in transit (Figure 65) the
system will display a message that the “Copy is in transit” in the Check Out Failed dialog box. In
the same message, the system gives staff the option to override this rule and to circulate the
book. The override command button is labeled Abort Transit then Checkout.
P

@ Check Out Failed |= =] & |

Check Qut Failed

Copy is in transit

Options

Cancel ] [El:mrt Transit then Checkout

FLigure 65 Copy is in Transit dialog box

If staff clicks the command button the item will circulate.
Some conditions may also override your request, so make sure to read the screen for messages
indicating a failure.

The page at http://demo.gapines.org says: |£|
/1, Thetransit on this item may not be aborted due to the state the item is in
=,

oK

Figure 66 Check Out Failure cannot be overridden
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Checking out to a Customer Who'’s Card is about to Expire

If a customer’s card is about to expire, there is no notification given the staff member upon card
use. If the customer’s card has expired (or expires today) you’ll see the customer name
background as dark gray (it really looks black).When you access the customer record, Evergreen
generates a Patron is EXPIRED alert message. If you try to check out something to the customer
anyway, you'll see the following dialog box:

Check Out Failed X]

A This account has expired and may not drculate items.
(] Check here to confirm this message

Until the account expiration date is updated, you cannot circulate something to the customer.
There is no “override” for this. See section Renew Customer’s Privilege page 50.

Checking out Magazines and Paperbacks

You can use this check out for items such as paperbacks or magazines that you may not care if
the customer returns them or not. Items are checked out with a due date but when the due
date expires, the item disappears from the customer's record and no fines accrue. Circulation
statistics are collected.

To use non-catalogued item function, click on the drop-down list in Barcode and choose the type
of non-catalogued item (Figure 67). As there is no barcode the barcode window is grayed out,
but you must click Submit.

: admin@BEAUB-Instructor.sctest.everg ’ e
File Edit Search Circulation Cataloging Admin (-} Help

1 Tab | 2 Patron: Schramm, pete W \ 3 REgisterPatronliCatalog |§Tab|

_ Refresh | nems(}nl‘ Holds ‘ Bills | Edit | Info ‘ Exit
¥Status * || - Check Out

Patrons Barcode: E' Submit Normal () | normal E
BEAU-BLU Seroode: | Due Date Title &
Internet Filtered

Expires on 2010-04-23

Holds: 0

Bills: $0.00

Check Outs: 0

Lost: 0

Non Cataloged: 0

Figure 67 Magazine Check out
As shown in

Figure 68, enter the number of items being circulated and click OK. The items checked out list
will show an entry for each item including the type and due date (Figure 69).

63



Beaufort County Library Circulation Training Guide

The page at http://demo.gapines.org says:

|

N

:)_?/] Enter the number of Comics circulating:

| | cancel

L

-

Figure 68 Number on non cataloged items being Checked Out

Schramm, Pete
(See Notes) (Has Bills) (Has Overdues)

Refresh gne:kout !lemsoull Holds |

Bills | Edit | Info | Exit |

~¥Status =

Barcode:

Submit

DueDate |porma -]

Patrons
MGRL-RO
Internet: Filtered
Expires on 2011-02-18
Holds:

Barcode

o o ~ e =
w o
~N o
w o
=}
I

Credit:
Bills:
Check Outs:

—
o]

7

[x3

Non Cat:

Due Date

2009-04-23
2003-04-23
2009-04-23

(o]

Title =3
Trades
Trades
Trades

Figure 69 Checked Out Magazine item list
Referring to Figure 70 you can see that the magazines are checked out to the customer’s
account, but you must click on the command button Show Non-Cataloged Circulations in List
Above at the lower left corner of the Iltems Out pane in order for Evergreen to display these

items.
Refresh | Check Out | Items Out Holds | Bills | Edit | Info | Exit |
~ Items Qut
Actions for Selected Itermns
Barcode Checkout Lib Circ Lib Due Date Fines Stopped Remaining Renewals Title 5]
3101200055978  MGRL-RO CLAYTN-FOR 2009-03-13 -1 Pakistan The people
31052005010883  MGRL-RO SWGRL-DEC 2009-03-13 -1 The black-white test score gap
0530004379472 MGRL-RO E 7T iting from within :
-HQ BROOK-HQ 2009-04-23 Mon-Cataleg... 0 Paperback Boo
BROOK-HQ BROCK-HQ 2009-04-23 Mon-Cataleg... 0 Trades
BROOK-HQ BROCK-HQ 2009-04-23 Mon-Cataleg... 0 Trades
- BROOK-HQ 2009-04-23 Mon-Cataleg... 0 Trades

| Show Mon-Cataloged Circulatigws in List Above |)

ErintReceipt] ’ Export

Figure 70 Reviewing Magazines that checked out

64



Beaufort County Library Circulation Training Guide

Checking out ILL Material

All ILL checkouts must be corrected for the due date required; otherwise, if the default date is
later then the ILL return date, the customer will be charged for a late return.

Set the due date using the Modify Due Date procedure page 61. Before scanning the item, click
on the box in the upper right hand corner of the checkout screen labeled Due Date. You will
need to modify the due date by selecting the field and editing the date via keyboard entry. The
Due Date modification only applies to future scanned material.

The return date set should match what is written on the ILL sleeve attached to the front of the
material. Scan the barcode attached to the book.

If the customer has additional library material you will need to reset the Due Date window back
to Normal before scanning any additional material.

Make sure you place the colored ILL card into due date file (sorted by date due) so that the item
can be checked-in upon return to the Library.

Checking out slightly damaged material

Material that has not already been sent to repair will sometimes appear for checkout by a
customer. Books with loose pages or broken spines should not be circulated until they are
repaired.

Material damage that is allowed to be checked out includes water spots, loose date card
envelopes, torn pages, scribbled entries, and damaged media cases. Damage should be noted on
a piece of paper and affixed below the item’s barcode. Date it, and initial the note. This
procedure will avoid the problem of the customer being charged a fine (on return) for prior
damage.

Once the item is returned to the library, the item should be either sent to repair, or replace the
damage note with a permanent note in the book.

A good practice to follow, in checking out slightly damaged material, is to add an alert message
to the item stating that the item was damaged and must be returned to processing upon check
in and to make the item non-holdable so that it cannot be recaptured for a hold when the item
is returned.

Search the title and retrieve the copy details.
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File Edit Search Circulation  Catsloging Admin (-} Held

1 Bib Record: 105544

Record Summary

Title: Tree & shrub gardening for Michigan (Wiew MARC)
Author: Wood, Tim (Timathy D) Edition: Pub Date: c2003
TCN: (System) 105544 Created By: (MLC) 101010101010101 Last Edited By: (MLC) 101010101010101 Last Edited On: 05/10/08
Record 1 of 2 Start | Previous | [ext | End | Actions for this Record
5o Back (o Forward | Debug gt Page |
|L|brary|CaIInumber |Act|on5|Avallable|Checked out|ln process|ln tran5|t|ResheIV|ng On holds 5he|f|On an
Training System
Dora  |635 O/77/00774 | RLONER | 4 1 0 0 1 0 0
place
hold
print these details
Barcode Status Location Ags Hold Create Haoldable Due Dat
Protection Date
1001 place hold Available | TN picabled - |2008-07-03  Yes
place nold DVDs
C1013 place hold Chiii‘ed Stacks | - Disabled - |2008-07-03  Yes |2008-11-
C1021 place hold Reshelving | Stacks | - Disabled - |2008-07-03)  Yes
C1025 place hold Available Stacks | - Disabled - | 2008-07-03 ) Yes
C1033 place hold Auailable Stacks | - Disabled - |2008-07-03  Yes
C1009 place hold Ayailable Stacks | - Disabled - |2008-07-03  Yes

Go to the Circulation menu and select Show Item Status by Barcode
Under Actions for Selected Items, select Edit Item Attributes.

Fle Edt Sesrch Circulstion  Cataloging Admin (-} Help

1 Ttem Status |

Item Status

C1013 -- Item is circulating.

¢~ Scan Item

Barcode: I Submi

Alert Message

Upload Fram File |

Call Mumber Location Copy
Add to [tem Bucket
Show in Catalog
Show Item Details

Show Last Few Circulations

IMark, Item Damaged

Mark Ikem Missing
Abort Transits
Check In Ttems
Renew Ikems

Brint Spine Label
Replace Barcode

Save Columns

The Copy Editor screen appears. Add the Alert Message and click Apply

66



Beaufort County Library Circulation Training Guide

Creation Date

2008-07-03

!
E

1 copy

Creator

micl 1 copy

;
E

Last Edit Date

2005-11-30 1 copy

!
E

Last Editor

micl 1 copy

N

|
|
|
|

DOwning Lib : Call Number

DORA :
£35,9/77/09774

1 copy

Copy Number

<lnset=

1 copy

Age Protection

=Unset =

Loan Duration

Marrnal

Fine Level

Mormal

Circulate as Type

=Unset =

=Unset =

1 copy

1 copy

1 copy

!

1 copy

Circulation Modifier

1 copy

:

1

=1o0f x|
Copy Editor
- Adulk: Fickion v|I Apply I Delete I Impork I Expott I Save l Reset

Identification Location (1) | Circulation {2} | Miscellaneous (3} | Statistics {4} | el

Status Shelving Location Circulate? i Library Filter 4

Checked out 1 copy Stacks 1 copy [Ves 1 ;y oo G e ORA : Bill-test

return to Processing at <Liget > 1 copy

Barcode Circulation Library Holdable? checkin,

1013 1 copy DORA 1 copy Yes A : Copy Dwnership
l l Apply | Cancel il

~ <Unset =

&8

copY

=]

eposit?

1 copy

Deposit Amounk
1 copy
1 copy

DPAL ¥isible?
Yes 1 copy
Reference?

1 copy

DORA : JeffTest

i

<lnset> 1 copy
DORA : New
<Unset = 1

copY b

DORA : OwnThis

<Unset=

4

1 copy

DORA : OwnThis1

<Unset =

1 copy

DORA : OwnThis2

<Unset =

1 copy

DORA : OwnThis3

[
[
[
[
[
[

Copy MNotes | Modify Copies |

Juk

Close |

From the Holdable control box make the item unholdable by selecting No from the drop down
box and click Apply.

Status

Checked out 1 copy

]

Barcode

1013 1 copy

:

Creation Date

2008-07-03 1 copy

i

Creator

mlcl 1 copy

3

Last Edit Date

2005-11-30 1 copy

i

Last Editor

micl 1 copy

I

- Copies | ;Iglll
Copy Editor

- Adult Fickion Lll Apply I Delete I Import I Export I Save l Reset
Identification Location {1} | Circulation (2) | Miscellaneous {3} | Statistics {4) | =

Shelving Location

Stacks

1 copy

Circulate?

es

[

1 copy

Alert Message

Copy damaged.
Please return

1 copy

irculation Library

Ci
DORA

1 copy

Holdable?

Dwning Lib : Call Number

DORA :
£35.0/77/09774

1 copy

|
|
|
|

Copy Number
<lUnset >

1 copy

Age Protection

<Unset =

Cancel

ko Processing
at checkin,

Deposit?
Mo 1 copy

Deposit Amount
1 copy

Loan Duration

Marmnal

e
e

0,00 1 copy
Price
1 copy 25,00 1 copy

Fine Level

MNormal

‘

1 copy

Circulate as Type

<Unset =

i

OPAL Yisible?
‘fes 1 copy

1 copy

Circulation Modifier

<Unset =

[
[
[
[
[

Reference?
Mo 1 copy

1 copy

4

Library Filker
DORA : Bill-test

<lnset=

i

1 copy

<lnset=

DORA : Copy Ownership

1 copy

&8

DORA : JeffTest

i

1 copy

DORA : New

<lnset=

i

1 copy E

DORA : OwnThis

<lnset=

i

1 copy

DORA : OwnThis1

1 copy

DORA : OwnThis2

1 copy

DORA : OwnThis3

{
{
{
{
{
{
{
r

Copy Motes | Modify Copies |

Jk

Close |

When the item is checked in an Alert message appears at check in.
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* Override Checkin Failure? M =] 9

Exceptions

COPY_ALERT_MESSAGE Zopw damaged, Please return to Processing at checkin,
The requested copy has an alert message attached

Farce this action? Mo

[ Override

Processing Repair items
Material that can be repaired should be returned to the branch location along with a note
describing the condition that needs correction and staff initials/date. Check in the item. Now
highlight the item on the Discharge window and from the Actions for Selected Items drop down
list (Figure 71)select Mark Item Damaged. Then return to the Actions for Selected Items drop
down and select Edit Item Attributes (Figure 72).Click on the following boxes (Figure 73):

o Alert Message--Enter a note that the item is being sent to repair, initial, and date. Click

on Apply.

e Circulate?—change to No, click on Apply.

e Holdable?—Change to No, click on Apply.

e OPEC Visible?—Change to No, click on Apply
Save changes by clicking on Modify Copies!

 Check In

Enter Barcode: Effective Date: | 5009-04-20

31052005010883 is in transit. Transaction for 31052005010883 billable 53.80
Alert Message Call Number
371.26 JEN 1998

Actions for Selected ltemns

Copy to Clipboard
Add to ltem Bucket

Barcode
31052005010883

Checkin Date Location Route To

SWGRL-DEC

Status

In transit Show in Catalog
Show Item Details
Show Last Few Circulations

Retrieve Last Patron who circulated item

Edit ltem Attributes

Mark ltem Damaged

Abort Transit

Print Spine Label

Save Columns

Figure 71 Mark Item Damaged

 Check In

Enter Barcode: Eifective Date: | 2009-04-20

3105200501083 is in transit. Transaction for 31052005010883 hillable §3.80
Alert Message Call Number
9 371.26 JEN 1998

Actions for Selected Items

Copy to Clipboard
Add to em Bucket

Show in Catalog

Barcode
31052005010883

Checkin Date Location Route To

SWGRL-DEC

Status

In transit
Show tem Details
Show Last Few Circulations

Retrieve Last Patron who circulated item

Edit Item Attributes k

Mark ltem Damaged

Abort Transit

Print Spine Label

Save Columns

Figure 72 Edit Item Attributes
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Copes - ]
Copy Editor
[ e [ oeee [ meor [ evor s ]
Identification Location (1) Jiz Gircltation (2) T Miscellaneols3) I Statistics (4) J [
Status Shelving Location Circulate? Alert Message Library Filter 4
In transit 1 copy Siacis 1 cghy No [+] kem senttorepairfor PINES : Amazon Kindle
damaged pocket and <Unset> 1 copy
Barcode Circulation Library Apply barcode 04/12/2009 BM  ~
31052005010883 1 copy SWGRL-DEC 1fcopy A PINES : Oprah’s Book Club
Holdable? -_pply -CWE\
oo <Unset> 1 copy
Creation Date Owning Lib : Call Number
No Deposit?
2008-01-30 1 copy SWGRL-DEC : 371.26 JEN 1992 1 dopy
Apply No
Creator Copy Numbe:
i . by Tumbet Age Protection Depesit Amount
admin co 1 1
i = <Unset> 1 copy 0. 1 copy
Last Edit Date
20090420 . Loan Duration Price
-04- co
ik Normal 1 copy 1895
Last Editor
Fine Level OPAC Visible?
admin 1co
il Normal 1 copy o o
Circulate as Type -Apply 2 -m
<Unset> 1 owpy
Reference?
Circulation Madifier Zopy
BOOK 1 copy
< f
Copy Notes | | Modify Copies | | Close

Figure 73

Modify attributes of Damaged Item

The item is then placed on the branch repair shelf.
The item once restored, is cleared of the item attribute changes just described and returned to

its home location.

Note this same process of marking an item for repair can also be
accessed from the Circulation > Show Item Status by Barcode window.
If you need to bill a customer for the damage, you will have to manually
retrieve the last circulation record (page 142).

Checking out to Discard

Materials being removed from the collection due to damage, age/old information, or return of
lease items are managed in this manner.

Use the Checkout with a User ID of Discard to checkout withdrawn items to this System user.
Use override for any items already checked out (to Missing, or another customer).

>
>

If the item was charged to a customer, any fines created should be forgiven.
Holds on any withdrawn items will also be identified when checking out to Discard.

+* Holds should be investigated to determine if there are other copies to
satisfy a hold.

%+ If no other copies exist, the copy should not be withdrawn but instead make
it available for the hold, and add a hold placed for Discard so the item can
be withdrawn when it returns. Put a comment (discard this item when
returned) in the hold request, giving as the reason for the hold, and
date/initial your entry.

«+ If unable to satisfy hold, due to condition, then refer the hold information to the
reference librarian, or branch librarian for further action.
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In order to finalize the material for discard use a Sharpie marker to strike a line through the
barcode of the book. Strike a line through any library name on the end pages if applicable Using
a DISCARD stamp — stamp DISCARD on the book pocket and the library address on the title page.

View Check Out Information from the User Record

Here is a quick way to display detailed information about the items a customer has checked out
while viewing the user record.

Press F1 or click Circulation > Check Out Items

Retrieve the customer by scanning or typing their library card number into the green box and
clicking Submit or press the Enter key. Scanned library card numbers do not require a Submit or
Enter key.

From within the customer record, click ltems Out on the navigation bar (Figure 70).

If a customer’s library card number is unavailable, see Searching for Customers.

You must click on the command button Show Non-Cataloged Circulations in List Above at the
lower left corner of the Items Out pane in order for Evergreen to display items checked out that
are non-cataloged (e.g., magazines).

Modify Due Dates

Use Actions for Selected Items to change a due date after an item has been checked out. For
example, you may want to extend an item’s due date if the user is not able to return the
materials on time.

To change a due date

To Change due dates after an item is checked out press F1 or click Circulation >Check Out Items
Retrieve the customer by scanning or typing their library card number into the green box and
clicking Submit or press the Enter key.

From within the customer record, click /tems Out on the navigation bar.

If a customer’s library card number is unavailable, see Searching for Customers.

Schramm, Pete Refresh | Check Out ‘ Holds | Bills ‘ Edit | Info | Exit ‘
{Has Bill)
¥Status 2/l - Ttems Out
Patrons
MGRL-RO . Barcode Checkout Lib Circ Lib Due Date Fines Stopped  Remaining Re  Copy to Clipboard
Inernet; Filtered 31012000.., BROCK-HO CLAYTNF,.. 2009-03-23 2 Add o Ttem Bucket
Expires on 2011-02-18 31052005... BROCK-HG SWGERL-DEC 2009-03-23 2 =
; Show in Catalog
Halds: 0
R Show Item Detals
Credit: $0.00 el
Bills: $28.50
Check Outs: 3 -
I Overdue: 0| SReeEyraTe
Mark Claimed Returned
| LlongQverdue: 0|
Claimed Returned: 1
Lost: 0 Renew A
MNon Cat: u} Check In
¥ID /Contact Info Add Billing
Library Card: 1530101474000 \ Show Non-Cataloged Circulations in List Above | | Save Columns
™ "Hhar

Figure 74 Renewing items for a customer
Select item(s) to renew from the list of items the customer has checked out.

e Use Shift+Click to select multiple adjacent items.
e Use Ctrl+Click will select multiple non-adjacent items.
e Actions for Selected Items offers a list of actions including Edit Due Date (Figure 74).
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The page at hitp://demo.gapines.org says:

[, Enter a new due date for these ibems: 31012000559789, 31052005010353

I o, ] [ Cancel ]

Figure 75 Renew Items Dialog box
Enter the new due date(s) in the required format of 4-digit year, 2-digit month and 2digit day
(e.g., 2009-02-23). Click Ok to confirm (Figure 75).

Items Out
Actions for Selected Items
Barcode Checkout Lib Circ Lib Due Date Fines Stopped! Remaining Renewals Title B
31012000... MGRL-RO CLAYTN-F.., 2009-03-25 1 Pakistan The pe. ..
31052005.., MGRL-RO SWGERL-DEC 2009-03-25 1 The black-white...

The Items Out list is refreshed showing the revised Due Dates.

Overdue items can be modified, and any fines are added to the customer's record.

Click Print Receipt and Evergreen will generate a new customer receipt.

Clicking Exit on the navigation toolbar closes the customer's record but does not print a receipt.

Renewals

You can renew checked out items, up to their limit which, for most items, is twice. When
appropriate, it is also possible for staff to override the renewal limit.

To renew items press F1 or click Circulation >Check Out Items

Retrieve the customer by scanning or typing their library card number into the green box and
clicking Submit or press the Enter key. Scanned library card numbers do not require the Submit
or Enter key

From within the customer record, click /tems Out on the navigation bar.

If a customer’s library card number is unavailable, see Searching for Customers.

Schramm, Pete Refresh | Check Out ‘ Holds | Bills ‘ Edit | Info. | Exit ‘
(Has Bills)
¥Status */| - Ttems Out
Patrons €
MERL-RO . Barcode Checkout Lib Circ Lib Due Date Fines Stopped Remaining R Copy to Clipboard
Intermet: Filtered 31012000... BROCK-HOD CLAYTNF... 2009-03-23 2 Add o Ttem Budket
Expires on 2011-02-18 31052005... BROCK-HQ SWGERL-DEC 2009-03-23 2 =
Holds: 0 Show in Catalog
C avelble 0 Show lern Detals
Credit: $0.00 Shiow Last Few Circulations
Eweik e §28'50 Edit Due Date
© owdeo Merk Lost (b Patrer)
| LongOverdue: 0 Mark Claimed Returned
ClimedReturrec: 1 Renen
Lost: 0
INon Cat: 8] Check In
¥1D /Contact Info Add Billing
Library Card: 1530101474000 \ Show Mon-Cataloged Circulations in List Above | Save Columns
1 MHhar

Figure 76 Renew All Customer Items

Select item(s) to renew from the list of items the customer has checked out.
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» Use Shift+Click to select multiple adjacent items.
» Use Ctrl+Click to select multiple non-adjacent items.

Actions for Selected Items offers a list of actions including Renew and Renew All (Figure 76).

The page at http://demo.gapines.org says: E|

[ Renew all the items in this list?

[ ok | l Cancel ]

Click Ok to confirm.

Items Out
Actions for Selected Items
Barcode Checkout Lib Circ Lib Due Date Fines Stopped! Remaining Renewals' Title B
21012000.,, MGERL-RO CLAYTR-F... 2009-03-25 1 Pakistan The pe...
31052005... MGERL-RO SWERL-DEC 2009-03-25 1 The black-white. ..

The Items Out list is refreshed showing the Due Dates and Remaining Renewals.

Exceptions

MAX_RENEWALS_REACHED  Barcode:
31012000559789

Clrculation has no more:
renewals remaining

Override

Force this action? Yes

Figure 77 Items not automatically renewed

If the customer has already renewed the item the maximum number of times, Evergreen alerts
you and offers the option to override the limit (Figure 77).

Overdue items can be renewed, and any fines are added to the customer's record.

Click Print Receipt for a new customer receipt.

Clicking Exit on the navigation toolbar closes the customer's record but does not print a receipt.

[tem status (F5)

To check the status of an item’, select Search > for copies by Barcode or press F5.

’ Cataloging > Display Item is an equivalent command.
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Circulation  Cataloging I

for Patrons F4
the Catalog F3

fo record iy TM— Shift+F3
for copies by Barcode F5

Scan barcode. The current status of the item is displayed.

Item Status
31056005334458 -- [tem is circulating.
Scan Item

Barcode: Submit | | Upload From File Actions for Catalogers  Actions for Selected Items

Alert Message Barcode Call Number Due Date Location Status Title =
-01-4 Checked out
P

Viewing past circulations

To view past circulations, either go to /tem Status as described above, or select item from within
a customer record, and select Actions for Selected Items > Show Last Few Circulations. Or select
Show Item Details from the Actions for Selected Items (or right click the item to display the same
menu of options).

The item’s recent circulation history is displayed (Figure 78).

Record Summary a
Title: Horse (View MARC)

Author: Clutton-Brock, Juliet. Edition: Pub Date: 2000 £
TCN: (54 Created By: (PINES) Last Edited By: (PINES) Last Edited On:

10789457725 101010101010101 101010101010101 04/28/06 e

Item Summary

Alert Message Barcode Call Number Circ Lib Location Owning Lib Status Total Circs =3
3105600533... J636.1 CLU URRLS-PU  Adult URRLS-PU Checked ... 1

[ Atternate View | [ save Columns | [ Copy to Clisboard | [ print Export |

Last Few Girculations
Dineen, Shannon Marie : 06201960 CircID: 33668 | pgq Billing
Check OutTime 2007-12-1914:15 Due Date 2008-01-02 Stop FinesTime  2007-12-150300  Check In Time
Check Out Lib URRLS-PU Renewal No Stop Fines Reason CLAIMSRETURNED  Check In Lib

[ Retrieve Last Patron | [ Retrieve All These Patrons | Done

Figure 78 Past Item Circulations
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Copy to Clipboard
Add to Item Bucket
Show in Catalog

how [tem Details
Shiow Last Few Circulations

Edit Item Atfributes
Mark Item Damaged
Mark Item Missing
Abaort Transits
Check In Items
Remew [tems

Print Spine Label
Replace Barcode

Save Columns
Figure 79 Show Last Few Circulations window
From the Show Last Few Circulations windows Evergreen displays up to the last 4 borrowers.

FEX
Record Summary ~
Title: The black-white test score gap (Wiew MARC)
Author: Jencks, Christopher. Edition: Pub Date:
1998

Item Summary

Alert Message Barcode Call Number Circ Lib Location Cnyning Lib Status Tot
31052005... 371.26 1B 19... SWGRL-D... Stacks SWERL-DEC Checked... 4

This item is not captured for a hold.

This item is not in transit.

Current Circulation

Schramm, Pete Cire ID: 3992 | add Billing

Check Out Time 2009-03-11 11:07 Due Date 2009-03-13 Stop Fines Time Check In Time
Check Out Lib  MGRL-RO Renewal DESK Stop Fines Reason Check In Lib

Retrieve Last Patron

Figure 80 Show item details window
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Check in/Discharge Procedures

SC LENDS customers will be able to walk into any SC LENDS library return SC LENDS.

Always check contents of audio/video boxes as well as the condition of items before
discharging. Evergreen will usually popup a message showing the contents of the box and will
require an override to proceed with discharge. Check to make sure the contents of the box
match in terms of the title and the number of items.

Missing Contents

Mismatches should not be discharged. Instead Staff should fill out a library Problem Tag
including pertinent information such as the user ID, name and phone number, item title, bar
code number and description of the problem. If the customer is not at the circulation desk a call
should be made alerting the customer of the problem. Also notify them that the item will
remain checked out until all of the items are returned (possibly accumulating fines). Make sure
you date and initial the Problem Tag, enter an Alert message of the problem in the customer’s
account record, and place the item on the branch problem shelf. If the item belongs to another
branch send the item in the transit box along with the Problem Tag.

When the material items are returned the Alert message in the customer record should be
deleted and the material discharged and shelved.

Damaged Returns from the Book Drop

If after examining the item, as part of the normal discharge procedures, you find that it has
major damage e.g., water damage, chewed, written in, badly torn or missing pages then do not
discharge the item.

Check to see if the damage was noted under the material’s barcode when the material was
checked out.
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] Actions for Selected Items

Copy to Clipboard
Add to Item Bucket
Show in Catalog
Show Item Details

Show Last Few Circulations

Edit Item Attributes

Mark Item Damaged ),

Mark Item Missing

Abort Transits

Check In Items

Renew Items

Print Spine Label
Replace Barcode
Save Columns

(@ horDomager e = [E] 5% 7]
Mark Damaged

Change the status for these items to Damaged? You will have to manually
retrieve the last circulation if you need to bill a patron. Barcodes:
31052005791961

- Options

OK ‘ ‘ Cancel
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-" |
The page at http://demo.gapines.org says: |i|
1. Item marked Damaged
.'I - ll
Ok

L. )
Scan Item
Barcode: Submit ] [gp\oad From File Actions for Catalogers Actions for Selected Items
Alert Message Barcode Call Number Due Date Location Status Title =

31052005791961 331.13 RUB 2001 Stacks Damaged A history of affirmativ...

Copy Editor

m

Export I Save l

Identification
Status

Damaged 1 copy

Barcode
31052005791961 1 copy

Creation Date

2008-01-30 1 copy
Creator

admin 1 copy
Last Edit Date
2009-03-13 1 copy
Last Editor

admin 1 copy

Hl Apply I Delete I Import I
|l

[ Location (1) Circulation (2) ] l Miscellaneous (3) I l Statist
Shelving Location Circulate? Alert Message Library Filter
Stacks lcopy || Yes lcopy ||| Item sent to Bluffton repair * PINES : Amaz

3/12/09 PS = <unset>
Circulation Library Holdable? s
SWGRL-DEC 1copy || Yes 1 copy Apply l l Gancel PINES : Opral
Unset

Owning Lib : Call Number - |- Age Protection Deposit? “nset>
SWGRL-DEC: 1 copy <Unset> 1 copy No 1 copy
331.13 RUB 2001 .

Loan Duration Deposit Amount
Copy Number Normal 1 copy 0.00 1 copy
1 1 copy :

Fine Level Price

Normal 1copy | 500 1 copy

Circulate as Type OPAC Visible?

<Unset> 1 copy Yes 1 copy

Circulation Modifier Refereneey

BOOK 1 copy No 1 copy

I Copy Notes l [Modify Copies] I

Close

If it was, then a Problem Tag should be created for this item noting the damage, your initials,
and date the slip. Next, proceed to discharge the item, check this item out to Repair (page 68),
and forward it to the branch repair shelf, or to the owning branch (for items belonging to
another library). Or if it cannot be repaired, then proceed to discard the item (see page 68).

1. Ifit appears to be new (undocumented) damage perform a check status (page 72) to
determine the customer’s name and ID — Enter this into the library Problem Tag along
with the description of the damage. The customer is called and a note is entered into
their record identifying the title, description of the damage, staff initials and date. The
item remains checked out to the customer until they clear up the problem with the
owning branch. Forward it to the branch Problem shelf, or to the owning branch (for
items belonging to another library).
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2. If it appears to be unrepairable damage caused by the customer then the item will need
to be discarded (see page 69 Checking out to Discard). A customer who damages an
item beyond any further use is expected to pay the replacement price (page 86) based
on the type of item, the reprocessing fee, and if the damaged item has an overdue fine,
the fine is also charged. Once the damaged fees have been paid, select Damage as the
reason for the customer charge, a receipt will be given to the customer, the item will be
withdrawn (check out to Discard) from the Evergreen, and the item will be given to the
customer.

Note: Replacement items generally will not be accepted in lieu of payment for damaged
material. If the item is an exact duplicate with the same ISBN, is brand new, is in original
packaging and is in condition for Library use, a Branch or Department Manager may
decide to accept it in lieu of a damaged item on a case-by-case basis.

3. Ifitappearsto be an old item, start by looking at its circulation record to see if the
damage may be due to use. In the following example, looking at the Control Tab, the
item was cataloged 11/8/2004 and, referring to the Call Number/Item tab, you can see
that this book circulated 18 times.

Therefore if the general condition agrees with the item record it might be that the item should
be Discarded and not considered excess abuse by the last customer.

If after examining the item, you find that it has minor damage that can be repaired, e.g., spine
labels, pocket replacement, DVD/CD cleaning, re-gluing, then the item should be discharged, a
note attached to the item detailing the repair needed, date and apply staff initials. The item is
then forwarded to the branch Repair shelf (after it is checked out to Repair — page 68) or to the
owning branch (for items belonging to another library).

Note: Books with loose pages or broken spines should not be circulated until they are repaired.

Check in (F2)

To check an item in, select Circulation > Check In Items, or press F2.

Cataloging
Check Qut Itemns F1
Check In Items F2
gister Patron Shift+F1
Retrieve Last Patron F8

The Check In screen appears along with a Check In toolbar at the bottom of the window (Figure
82. From this window, items can be checked in and/or have certain processes performed against
them. The default is to check in items with the current date.

Check In

Enter Barcode: | 34520000969847] Effective Date: | 20071218 Actions for Selected Items
g™
|A\ert Message Barcode ~~—— €31l Number Checkin Date Location Route To Status Title Ba|

Figure 81 Check In process

To begin the check in, scan or type the barcode of the item into the box at the top left of the
screen and click on the Submit button: or by press the Enter key.

The screen refreshes to show that the item has been checked in and the status is changed to
reshelving, etc.

78



Beaufort County Library Circulation Training Guide

A list of items being checked in builds as additional items are scanned. You can print the list of
checked in items using the Print List command button on the Check In toolbar.

Print List Export Trim List (20 rows) [ ] Strict Barcode [ | Don't Alert on Pre-Cat [] Auto-Print for Hold/Transit Slips

Figure 82 Check in toolbar

» The list includes status information for items and routing locations, for example:
reshelving, on hold shelf, in transit, etc.

An overdue item will display the fine in red.

Auto-Print for Hold/Transit Slips automatically prints hold and transit slips at check in.
Print List prints the entire list whenever you request it.

Strict Barcode insists all barcodes entered conform to our standard 13 digit barcode.

YV V V

e To reprint the last hold or transit slip, click Circulation >Re-Print Last.

NOTE: Be diligent at checking the screen after each scan because if a message appears and
another item is scanned on top of the displayed message the message will disappear, but the
item scanned will not have been checked in.

Frequent messages are going to appear on the screen as material is discharged. You will see
messages to verify the contents of the package (e.g., number of CDs in and audio package), late
charges for overdue items, route to hold, or transit messages for material checked-in at a library
other than the owning library, material lost for items that are long overdue (over 30 days), and
items not in catalog (for material that is assumed lost and removed).

Bookdrop

To backdate items, enter the appropriate date into the Effective Date box. Dates must take the
form of YYYY-MM-DD. Adjusting the effective date is required for clearing a bookdrop of a prior
day’s items.

To change effective date, select Circulation >Check In Items, or press F2, and enter backdated
date in Effective Date field.

CheckIn
Enter Barcode: Submit Effective Date: | 007-12-17 ctions for Selected rems.

‘Alert Message Barcode Call Number Checkin Date Location Route To [ * S £

The new effective date is now displayed at top of window.

Cobcx Emndc Suzmit Bfiectve Date | 20071217 Actions for Seected bems

Alert Message Barcode Call Number Ohecicn Date Lecation Route To St Tithe =

Check In Alert Messages

There are several alerts that can display upon Check In. These are generally alerts for which an
action is needed. Following are several examples of Check In alerts.

If an item being checked in has been requested to be sent to cataloging, the following type of
alert displays: Route to cataloging upon check in.

This is a copy alert message and it can be overridden if necessary.
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Override Checkin Failure? — | O] X

Exceptions

COPY_ALERT _MESSAGE Foute ko cataloging upon checkin,
The requested copy has an alert message attached

Override
[ Force this action? M

The alert below instructs staff to return the item to the ILL department upon check in.

* Override Checkin Failure? O

Exceptions

COPY_ALERT_MESSAGE Please return to ILL dept upon checkin
The requested copy has an alert message attached

Force this action? Mo

[ Override

This copy alert reports that the incoming copy has been marked as missing.

Override Checkin Failure? ]

Exceptions
COPY _STATIS_MISSING
Copy has is marked as missing

Override
{ Farce this action? Mo

This copy alert informs staff that the item has been marked as lost.

Override Checkin Failure? - |0 x

- Exceptions

COPY_STATUS_[OST
Copy has is marked as lost

- Dverride

Force this action? Mo

There are also messages at check in that alert staff that the item is on hold. If an item being
checked in is on hold for a customer at the local branch, the following message will appear.
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Tr
Hold Slip

This item needs to be routed to HOLDS SHELF.

Barcode: G5
Title: Thisz old souse : a bed-and-breakfast mystery

Hold for patron Trainer, A
Barcode: P178

Netify by phone: 123-456-7890
Notify by email:

Request Date: 2008-11-13
8lip Date: 2008-11-13

Print Dan't Print
If Auto-Print for Hold/Transit Slips is not turned on, you'll only see a pop-up message.
You have the choice to print the slip or not.
If an item being checked in is on hold for a customer at another branch, the following message

will appear:
* Transit Slip

Transit Slip

Destination: GMS.

rand Rapids - Madison Square
123 Main =t.
Anywhere, GA 30303

Barcode: C700
Title: Green eggs and ham
Author: Geisel, Theodor Seuss

Hold for patron Trainer, ¥
Barcode: PZ0Z

Notify by phone: 123-456-7850
HNotify by email:

[«

Dptions

This is a Transit slip. Notice the two buttons at the lower left. Staff can choose to print the
message for a transit slip to be inserted into/attached to the material or not by clicking on the
appropriate button. The item is then sent to the other branch.
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Chapter 4 Fines, Bills, and
Payments

Overview

The Beaufort County Library charges users for services such as photocopying, visitor computer
time, and visitor library privileges. The Library also charges for lost card replacement as well as
overdue, damaged, and lost materials. A Bill record contains a fixed amount that the customer
owes the library. It also contains the reason, associated title, date billed, item due date, and
other pertinent information (Figure 83). There is also a transaction type and billing type field.
Transaction type defines whether it was a system generated "circulation" type of bill or whether
it's a "grocery" bill (those created by a staff person).
There are two ways Bills are created within a customer record:

1. Evergreen automatically creates bills.

a. Ifacustomer has an item checked out and that item becomes overdue, then the
customer will be billed by the system for each day the item is overdue. You can
click on Full Details on the Bill itself to see the individual charges and the note
indicating Overdue Fine.

There is a one day grace period where if the customer turns the item in one day
late, the system will not charge for that day overdue. But if the customer
returns it after that one day has passed, the system will charge them for that
day. For example, if the customer returns the item one day late, no bill. If it is
two days late, the system will bill for two days.

b. If anitem checked out to a customer as lost, Evergreen will bill (once the item is
marked lost--page 133 ) the customer will be billed for the cost of the item
along with any processing fee associated with the item, see.

2. Library staff may also add charges to a customer’s account for damage etc.

Authorized library staff may, however, forgive fines in a customer’s account. Use void if it's a
staff mistake and the bill shouldn't have existed in the first place. You can void certain lines of
billing, for example: overdue bills are generated day-by-day but you can go into the record to
cancel a few days' worth of fines rather than having to void and rewrite the bill.

In some cases, you must also create bills manually using the Bill a User procedures. You can
view bills from the user record, or if the bill is associated with a catalog item, by displaying that
item’s record. Items can be deleted from the catalog even if a charge for that item is still
attached to the customer's record. If an item is deleted, the charge will remain on the
customer's account.

Display a Customer Bill
The customer’s bills can be displayed by retrieving the customer record and clicking on the Bills
command button on the navigation toolbar.
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8 Refresn | CheckOut | jtemsOut | Holds Edit Info Exit
Schramm, Pete
(Has Bills) _(Has Overdues)
¥Status * | - Summary Pay Bill
Net Balance 3550 Payment Type Cash =
Patrons B -
- Payment applied | g gq Payment received | g
MGRL-RO — New Balance 50 - Payment zpplied | g gg
Internet: Filtered =@ 000
Expires on 2011-02-18 ot Patron Credit 000
Holds: 1 =
_ - Bill Patron [C] Annotete Peyment 7] Auto-Print | Convert Change to Patron Credit | | Apply Payment! |
Credit: $0.00 TSEECtETCalance: $35.50 Un-Selected: 000 Voided: $0.00 [Red Items are still Checked Ou
ills: Information Meney Summary Current Payment
Bills: 35.50
Type grocery TotalBilled 5300 000
' !
Check Outs: 4 Last Billing: Fee for lost card Total Paid s000
_ - = ||| [ Full Details | [ Add Billing | [Void All Billings Balance Owed  $3.00
Titles he black-white test score gal TotalBilled 5200
0.00
_ - Last Billing: Overdue materials Total Paid $0.00
Lost 0 Full Details | | Add Billing VoldAHBlegs] Balance Owed - $2.00
ost:
Titles Pakistan The peopld] TotalBilled 5200 0.00
Non Cat: 0 Last Billing: Overdue materials Total Paid S0.00
Balance Owed $2.00
Full Details | [ Add Billing | | Veid All Billings
¥ID/Contact Info [ l l l l l
Titles The book of pressed flowers TotalBilled  528.50 000
Library Card: 1530101474000 Last Billing: ~ Lost Materials Total Paid 50.00
D 1: Other | Full Details | [ Add gilling | | void Al Billings | Balance Owed $28.50
194309295CH
D 2:
DOB: 1943-09-29 b [y
Day Phone: 843-304-1138
Evening Phone: 843-379-4300
Other Phone:
OPAC Login: 1530101474000
Email: pschramm@hotmail.cor
L = + | [uncheckan | [ checkan [ pintgil | [Aitemate View

Figure 83 Display Customer Bill

Bill History

To view a customer’s bill history click History (Figure 84). The bill history window includes
current bills, bills which have been paid and bills which have been forgiven (ltems forgiven will
appear in the Payments pane showing a Type of Forgiven (Figure 101).

Currently you may not view any bills which have been voided, but this information is retained by
Evergreen. It can be obtained by the system administrator, if necessary to resolve a dispute.

l’éSummary Pay Bill
Net Balance 35.50 Payment Type Cash IZ|
- Payment applied | g Payment received | g
= New Balance 35.50 - Payment applied | g0
= Change 0.00
or Patron Credit 0.00
Bill Pat{gn . Histo Annotate Payment Auto-Print | Convert Change to Patron Credit Apply Payment!
L TTEERhT y! g pply Fay

Figure 84 Bill History Command button

Once the Bill History window opens, the windows is split into two panes (Figure 85). The lower
pane summarizes all bills while the upper pane displays an item summary for the item selected
in the lower pane. You can click on any entry to display a Summary of that bill in the upper pane
of the Bill History window. The upper pane also includes a toolbar for various functions
including an Alternate View (provides more details then the Summary view), Save Columns, Copy
to Clipboard, and Print Export.
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Schramm, Pete : 1530101474000

~ Summary
Bill # 3985 Total Billed 28.50 Title The book of pressed flowers
Type circulation Total Paid Checked Qut 2009-03-09
Start 2003-03-09T12:59:03 Balance Owed 28.50 Due Date 2009-03-22
Finish Renewal? Checked In 2009-03-09

~ Item Summary

Alert Message Barcode Call Mumber Circ Lib Location Owning Lib Status Total Circs 2]

3320700082... NOMNFIC 745.92... ARL-ATH  Stacks ARL-ATH Intransit 1
<_Thlternate View l [ Save Columns ] [ Copy to Clipboard ] [ Print Export
~ Bill History

Balance Owed Closed Created Id Total Billed Total Paid Type 23
28.50 2009-03-09 3985 28.50 0.00 circulation

200 2009-03-11 3991 200 0.00 circulation

2.00 2009-03-11 3992 2.00 0.00 circulation

3.00 2009-03-13 4044 3.00 0.00 grocery

N
Add Billing q\[ Full Details |

Close Window

Figure 85 Bill History Window

Bill Details
For more information about a particular bill, you can select a bill from the list and click Full

Details and the following window is displayed. In the example in Figure 85 and Figure 86 the bill
ID #3985 appears with all details in the top pane of the Details window (Figure 86) This is where
notes can be very helpful; however a note can only be added to a bill when the bill is first
created. There is no mechanism for editing a bill.
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(=T ]

Schramm, Pete : 1

~ Sum

L

BROOK-HQ : Brooks County Public Library Headquarters

Bill # 3985 Total Billed 28.50 Title The book of pressed flowers
Type circulation Total Paid Checked Qut 2009-03-09
Start 2009-03-09T12:59:03 Balance Owed 28.50 Due Date 2009-03-22
Finish Renewal? No Checked In 2008-03-09 9
T~
~ Item Summary
Alert Message Barcode Call Number Circ Lib Location Owning Lib Status Total Circs a3
332070008225... NONFIC 745928 B... ARL-ATH Stacks ARL-ATH In transit 1
Alternate View ] [ Save Columns ] [ Copy to Clipboard ] ’ Print Export
« Bills
Amount Mote Type Voided When 253
1795 SYSTEM GEMERATED Lost Materials No 2009-03-09 15:25
10.55 SYSTEM GEMERATED Lost Materials Proces... No 2009-03-09 15:25

Save Columns ] ’ Copy to Clipboard ] ’ Print Export

Void selected billings

~ Payments

Amount

Mote

Staff

Type When

Waorkstation

a

Save Columns ] ’ Copy to Clipboard ] ’ Print Export

Close Window

Printouts:

To give the customer a printout of their fines, click Alternate View in the bottom right hand

Figure 86 Full Details Window

corner (Figure 83) and click the Print button on that page. The History Summary page also has a
Print button.
Evergreen will let you print out an explanatory note on a customer’s receipt. Under the pay bill

box at the top right, check the annotate payment box. Type in the note you would like the

customer to have on their receipt. Example: “This payment takes care of everything lost during
July 2008.” Or “Document Printing” as shown in figure.

The page at http://demo.gapines.org says:

Please annotate this payment:

Document Printing

| ok

| | cance

You don’t need notes to tell a customer what a bill was for, i.e. the title of a lost book; Evergreen

does that.
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Create a Bill

Creating a bill process begins by retrieving the customer record and clicking on the navigation
toolbar Bills command button.

Clicking on the Bill Patron button (Figure 83) brings up the Bill Patron Wizard screen (Figure 87).

@ Bill Patron Wizard - (=[E] = ]
Schramm, Pete : 1530101474000
Create Bill
Location Brooks County Public Library Headquarters
Transaction Type | Grocery |Z|
Billing Type Damaged material |E|
Amount 500
I Mote 2009-04-10 BM Coffee Stains on pages 29-30 in itemn #0530003154560,

"Sonnets: Frern Dante to the Present”, Customer notified.

| Cancel | | submit this Bill

I:-igure 87 Create a Bill Wizard - example

Referring to Figure 87 Create a Bill Wizard - example:
Transaction Type--can be either Grocery or Circulation. System-generated bills e.g., over
dues, lost items, etc. are labeled Circulation bills. Grocery bills are staff-generated and
account for everything else. Choose the default Grocery value.
Billing Type--can be one of many. Bill reasons are defined at the Consortium level.
Therefore make sure you select the Bill reason appropriate for your Library System
(Figure 88).
Amount--Enter in the amount of the bill in the Amount field including $S$.¢¢.
Note—Enter the reason for the bill in the Note field. When billing for a damaged item,
always include item title and barcode number along with your initials date etc see
example (Figure 87) in the Notes field. This is also the only opportunity you have to
include an explanatory note for the bill being created. Follow the guidelines for
identifying the author of the note—see page 23.

Then click on the Submit this Bill button and OK.
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The page at http://demo.gapines.org says:

S5

PN Billing added.

[ 3

Damaged material
Donations-County

Fee for copies

Fee for interlibrary loan
Fee for Internet use
Fee for library card

Fee for lost card

Fee for placing a hold

Fee for processing lost library materials
Fee for sending patron bills to collection

agency
Friends-Donations
Friends-NonTaxable
Friends-Taxable
Information Search fee
Internet Printing

Long overdue items

Lost materials
Lost/Replacement Cassette
Miscellaneous

NOT USED

Overdue Reserves charges
Recall overdue

Returned Check

Sale items
Figure 88 Billing Type List from the Dropdown
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The bill appears at top of Information listing.

}Summary Pay Bill
Met Balance 4210 Payment Type Cash |Z|
- Payment applied | ggg Payment received | g
= New Balance 4210 - Payment applied
= Change 000
or Patron Cradit 0.00
Bill Patron ] | History [] Annctate Payment Aute-Print | Convert Change to Patron Credit ] [Apply Payment! ]
Selected Balance: 54210 Un-Selected: 50.00 WVoided: 55.00 Red Items are still Checked Out]
Information Money Summary Current Payment
Type grocery Total Billed £5.00
N . ' 0.00
Last Billing: Damaged material Total Paid S0.00

| Full Details | | Add Biling | | Void Al Bilings | Balance Owed  $5.00

Type grocery Total Billed §3.00 0.00
Last Billing: Fee for lost card Total Paid S0.00

| Full Details | | Add Biling | | Void Al Bilings | Balance Qwed  $3.00

& Title: he black-white test score ga Total Billed S2.80 0.00
Last Billing: Owerdue materials Total Paid S0.00

| Full Details | | Add Biling | | Void Al Bilings | Balance Qwed  $2.80

Title: Pakistan The peoplé] Total Billed S2.80 0.00
Last Billing: Owerdue materials Total Paid S0.00

| Full Details | | Add Biling | | Void Al Bilings | Balance Owed $2.80

Title: The book of pressed flowers Total Billed $28.50 0.00

Last Billing: Lost Materials Total Paid S0.00
Balance Owed $28.50

| Full Details | | Add Biling | | Void Al Bilings |

Figure 89 Revised Bill Summary

Un-checking one of the bills changes the Selected Balance. This is how the payment can be
applied—either to all or just some of the bills. For instance the following example shows where
the Selected Balance is $3.00 only part of the total of the two bills ($31.50). The second bill has
been deselected by turning off its associated check box.

Selected Balance: $3.00 Un-Selected: 52850 Voided: $0.00

W / Money Surnmary Current Payment

Type grocery Total Billed §3.00 0.00
Last Billing:  Feefor lost card Total Paid $0.00

| Full Details | [ Add Billing | [ Void Al Bilings | Balance Owed  $3.00

Title: The bock of pressed flowers Total Billed §28.50 0.00
Last Billing: Lost Materials Total Paid $0.00

| Full Details | [ Add Billing | [ Void Al Bilings | Balance Owed $28.50

Adding to an Existing Bill

Referring to the above example (Figure 89) pressing Add Billing to the first item on the list
allowed the addition of more charges to the item through the use of the Bill Patron Wizard
(Figure 90).
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Bil Patron Wizard [=]

Schramm, Pete : 1530101474000

Summary

Bill # 4185 Total Billed 5.00

Type grocery Total Paid

Start 2009-04-10T09:55:22 Balance Owed 5.00

Finish Renewal?

Create Bill

Location

Brooks County Public Library Headquarters

Transaction Type Grocery

Billing Type Damaged material |Z|

Amount 25

Mote 2009-04-11 BM further examination reveiled water stains beyond repair. W
< 1 |

| Cancel | | submitthis Bil
i:igure 90 Add Billing to a prior bill ‘
The revised bill is reflected in the first item in the list.
Suml/‘éary Pay Bill
Met Balance 6710 Payment Type Cash IZ|
- Payment applied | g Payment received | g
= New Balance 57.10 - Payment applied
= Change 0.00
or Patron Credit 0.00
Bill Patron ] | History [C] Annotate Payment Auto-Print | Convert Change to Patron Credit ] ’Apply Payment! ]
Selected Balance: 36710 Un-Selected: $0.00 Voided: $5.00
Information Meoney Summary Current Payment
Type grocery Total Bil!ed §30.00 0.00
Last Billing: Damaged material Total Paid 50.00
[ Full Details | [ Add Biling | | Void Al Billings | Balance Owed  $30.00
-Il_—:z:eBilling: Ig:r:ecfeo?rlost card 12:: g:::d :333 o0
[ Full Details | [ Add Biling | | Void Al Billings | Balance Owed  $3.00
Title: Total Billed §2.80 0.00
Last Billing: Owerdue materials Total Paid §0.00
| Full Details | | Add Billing | | Void Al Billings | Balance Owed  $2.80
Title: Total Billed 52,80 0.00
Last Billing: Owverdue materials Total Paid 50,00

[ Full Details | [ Add Biling | [ Void All Billings | Balance Owed  $2.80

Title: The book of pressed flowers Total Billed 52850 0.00

Last Billing: Lost Materials Total Paid 50000
Balance Owed $28.50

| Full Details | | AddBilling | | Void Al Billings |

Clicking on Full Details for that item and Evergreen will show that it consists of two entries along
with other details and their associated notes.
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Schramm, Pete : 1530101474000

r ¥
BROOK-HQ : Brooks County Public Library Headquarters
Bill # 4185 Total Billed 30,00
Type grocery Total Paid
Start 2009-04-10T09:55:22 Balance Owed 30,00
Finish Renewal?

2009-04-10 BM Coffee Stains on pages 29-30 in item #0530003154560, "Sonnets: From Dante to the Pre... Damaged material
2009-04-11 BM further examination reveiled water stains beyond repair.

Damaged material

Voided
2009-04-10 09:55
2009-04-10 10:06

Save Columns ] I Copy to Clipboard l [ Print Export

Void selected billings

~ Payments

Amount Mote Staff Type When

Workstation

a

l Save Columns ] l Copy to Clipboard I [ Print Export I

Close Window

In another examp]e of a multi-part bill Figu}e 91 shows the details of a System Generated bill.
The Full Details button results in an additional dialog box being displayed with additional

information regarding the bill.

Schramm, Pete : 1530101474000
~ 8 y
BROOK-HQ : Brooks County Public Library Headquarters
Bill # 3985 Total Billed 28.50 Title The book of pressed flowers
Type circulation Total Paid Checked Qut 2009-03-09
Start 2009-03-09T12:53:03 Balance Owed 28.50 Due Date 2009-03-22
Finish Renewal? No Checked In 2003-03-09
~ Item S y
Alert Message Barcode Call Mumber Circ Lib Location Owning Lib Status Total Circs =)
33207000822... NONFIC 745928 ... ARL-ATH Stacks ARL-ATH Intransit 1
Alternate View ] [ Save Columns l [ Copy to Clipboard l [ Print Export
~ Bills
Armount Naote Type Voided When =)
17.95 SYSTEM GEMERATED Lost Materials No 2009-03-09 15:25
10,55 SYSTEM GEMERATED Lost Materials Proce... Mo 2009-02-09 15:25
Save Columns l [ Copy to Clipboard l l Print Export Void selected billings
~ Payments
Armount MNote Staff Type When Waorkstation a=}
Save Columns l [ Copy to Clipboard l l Print Export
Close Window

Figure 91Full Details of a System Generated multi-part bill

90



Beaufort County Library Circulation Training Guide

Edit a Bill

To edit an existing bill click on Add Billing (Figure 83) under the bill you want to edit.

The Add Billing interface is the same Bill Patron Wizard (Figure 92) with the exception of added
Summary information regarding the bill’s history. When you are finished making additions click
on Submit this Bill. Note that editing a bill Adds to the entry—then to revise the total, you must

void the line item you don’t want from the Full Details window. The note created when you first
create a bill is not available for editing.

@ Bl Patron Wizard e T | 5o
Schramm, Pete : 1530101474000

Summary

Bill # 3991 Total Billed 2.00 Title Pakistan The people
Type circulation Total Paid Checked Out 2009-03-11
Start 2009-03-11711:07:19 Balance Owed 2.00 Due Date 2009-03-13
Finish Renewal? Checked In

Create Bill

Location Brooks County Public Library Headquarters

Transaction Type | Cireulation

Billing Type Damaged material E

Amount

Mote

Cancel | | submit this Bil

Figure 92 Edit a Bill

Bill at Check in
To add charges for damaged materials upon check in, simply click on the navigation toolbar

Items Out button in the customer record, highlight the item to be billed, and click on Add Billing
under the Actions for Selected Items menu (Figure 93).
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Schramm, Pete
(See Notes) (Has Bills) (Has Overdues)

Edit |

Refresh |gneckom| items Out [ENTETS | Bills |

Info | Exit |

¥Status

Patrons

MGRL-RO

Internet: Filtered
Expires on 2011-02-18

Checkout Lib
3101200055789
21052005010883

Circ Lib Due Date

MGRL-RO SWGRL-DEC 2009-03-13 -1 The bla

Holds: 2
Credit: $0.00
Bills: $74.10
Check Outs: 3

Lost: 0

Nan (T at A

T

-+ | - Htems Out
Actions for Selected ltems

Fines Stopped Remaining Renewals Title

Copy to Clipboard
Add to ltem Bucket
Show in Catalog
Show Item Details

Show Last Few Circulations

Edit Due Date
Mark Lost (by Patron)
Mark Claimed Returned
Renew

Renew All

CheckIn

Add Billing

Save Columns

[ show Non-Cataloged Circulations in List Above

Print Receipt Export

Figure 93 Bill damage to a returning item

The Bill Patron Wizard appears. Fill in the appropriate information and click on Submit this Bill

|'1

and OK.
@ Bill Patron Wizard =& % |
Schramm, Pete : 1530101474000
~ Summary
Bill# 3091 Total Billed 280  Title Pakistan The people
Type circulation Total Paid Checked Qut  2009-03-11
Start  2009-03-11T11:07:19  Balance Owed 280 Due Date 2009-03-13
Finish Renewal? Checked In
| Create Bill
Location Brooks County Public Library Headquarters
Transaction Type | ¢iicylation
Billing Type Damaged material |Z|
Amount 75
Note 2009-04-10 BM Copy water damaged. Must be replaced. Damaged
L copy on the repair shelf in case the custorner wants the damaged
book. itern # 31012000559789, "Pakistan The People”
Cancel | | Submit this Bl
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Now with the item still highlighted, click on Check In from the Actions for Selected Items menu
(Figure 94). Click on OK when the system asks if you want to check the item in.

The page at http://demo.gapines.org says: |£|

;)j/, Are you sure you would like to check in item 310120005597897

| QK | Cancel

L. -

Refresh |gheck0ut| Items Out Holds | Bills | Edit | Info | Exit |
Actions for Selected Items

Checkout Lib Circ Lib Due Date Fines Stopped Remaining Renewals Title Copy to Clipboard
31012000559789  MGRL-RO CLAYTM-FOR 2009-03-13 - Add to Item Bucket
31052005010883  MGRL-RO SWGRL-DEC 2009-03-13 -1 Thebla  Showin Catalog

Show Itern Details

~ Items Out

Show Last Few Circulations

Edit Due Date

Mark Lost (by Patron)
Mark Claimed Returned
Renew

Renew All

KT

Add Billing

Save Columns

’ Show Neon-Cataleged Circulations in List Above Print Receipt ] ’ Export ]’_‘

Figure 94 Check in Damaged item

Now click on the Bills command button in the customer record, and if there are no System bills
on the item, new bill will be displayed at the top of the list. In the example this item was
returned late so it had System bills and therefore remained in the order it had been in the
Customer’s Bills list Figure 95. Notice also that the bill is the sum of the damage and the System
generated late fines. Click on Full Details to review the charges and possibly void the late fees
(Figure 96).
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Refresh |g||eck0ut| jlem!;()lltl Holds |m Edit | Info | Exit

r %nmary Pay Bill
I —
romecs
= New Balance 9910 - Payment applied l:l
o
R

[] Annotate Payment Auto-Print | Cenvert Change to Patron Credit I IApplyanment! ]

Selected Balance: 599.10 Un-Selected: $0.00 Voided: $5.00

Information Money Summary Current Payment
Type grocery Total Billed $37.00
Last Billing: Damaged material Total Paid $0.00

[ Fult Details | [ Add Billing | [ Void Al Bilings | Balance Owed  $37.00

Type grocery Total Billed §3.00
Last Billing: Fee for lost card Total Paid $0.00

[ Full Details | [ Add Billing | | void Allgillings | Balance Owed  $3.00
Title: ol Total Billed S2.80

Last Billing: Owerdue materials Total Paid $0.00

[ Fult Details | [ Add Billing | [ Void Al Bilings | Balance Owed  $2.80

Title: Pakistan The people Total Billed $27.80

Last Billing: Damaged material Total Paid $0.00

[ Full Details | [ Add Billing | | Void Al Billings | rm@mst] D

Title: The book of pressed flowers Total Billed $28.50
Last Billing: Lost Materials Total Paid $0.00

[ Full Details | [ Add Billing | [ Void Allgillings | Balance Owed  $28.50

Figure 95 Revised Customer Bills List

Schramm, Pete : 1530101474000

~ Summary
MGRL-RO : Crawford County Public Library
Bill # 3891 Total Billed 27.80 Title Pakistan The people
Type circulation Total Paid Checked Out 2009-03-11
Start 2009-03-11T11:07:19 Balance Owed 27.80 Due Date 2003-03-13
Finish Renewal? DESK Checked In 2003-04-10

~ Item Summary

Barcode: 31012000553783 Location: Stacks Call Number: J954.91 BLACK, CAROLYN Status: In transit
Circulate: Yes Reference: Mo Holdable: Yes Opac Visible: Ves
Created:  2008-01-30 Edited: 2009-04-10 Age Protect: <Unset> Total Gires: 4

« Bills
g
Amount MNote Type Voided When =3
System Generated Overdue Fine ... Overdue materials
System Generated Overdue Fine Overdue materials
System Generated Overdue Fine Overdue materials : |
System Generated Overdue Fine Overdue materials
25.00 2009-04-10 BM Copy water damaged. Must... Damaged material No 2009-04-10 11:06
Save Columns ] [ Copy to Clipboard ] [ Print Export VaidEelected billings "
~ Payments
Amount Note Staff Type When Workstation e |

[Save Columns ] [ Copy to Clipboard I l Print Export ]

Close Window

IEigure 96 Voiding an Overdue Fine
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Making Payments

Pay All

To begin paying bills start by clicking on the navigation toolbar Bills command button for the
desired customer. In the light green Payment Received box enter the amount being paid (Figure
97). If all of the boxes are checked in the fine list, the payment will be applied to the top fine
first.

There is a helpful line which summarizes how much is in the selected balance, how much is un-
selected and how much has been voided. Note make sure to unselect Red Items that are still
checked out if those items are going to continue to accrue charges.

Select the Payment Type (cash-default or check) from the drop down box.

¢ Refresh | Check Dut| Items Out | Holds |m Edit | Info | Exit |

Summary Pay Bill
MNet Balance 99.10 Payment Type Cash |Z|
- Payment applied | g Payment received | g
= New Balance 9910 - Payment applied
= Change 0.00
or Patron Credit 0.00
’ Bill Patron ] | History | [] Annotate Payment Auto-Print | Convert Change to Patron Credit mpply anment!T
Selected Balance: 59630 Un-Selected: $280 Voided: 55.00 Red Iterns are still Checked Ouf]
Information Money Summary Current Payment
Type qrocery Total Billed §37.00 0.00
Last Billing: Damaged material Total Paid 50,00

[ Full Details | [ Add Billing | [ Void All Billings | Balance Owed  $37.00

Type grocery Total Billed 53.00 0.00
Last Billing: Fee for lost card Total Paid 50.00
Balance Owed $3.00

| Full Details | | Add Billing | | Void All Billings |

Title: he black-white test score ga Total Billed 52.80 0.00
Last Billing: Owverdue materials Total Paid 50.00
™ Full Details | | Add Biling | | Void All Billings | Balance Owed  $2.80
Title: Pakistan The people Total Billed 527.80 0.00
Last Billing: Darmaged material Total Paid 50.00

[ Full Details | [ Add Billing | [ Void All Billings | Balance Owed $27.80

Title: The book of pressed flowers Total Billed 52850 0.00
Last Billing: Lost Materials Total Paid 50.00

[ Full Details | [ Add Billing | [ Void All Billings | Balance Owed  $28.50

Figure 97 Pay Customer Bill

Apply the payment by clicking Apply Payment. A receipt will automatically be printed. Note
Beaufort County Library does not support the feature Convert Change to Patron Credit. All
change for a bill payment should be immediately returned to the customer.

Partial payment

If you need to apply the payment to a particular fine, leave that bill checked and any others
unchecked. Type in the amount to be paid in the Pay Bill area as above and click on the Apply
Payment command button. The payment is applied and a receipt is automatically printed out for
the customer.

The new balance is displayed (Figure 99).
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N

Refresh | Check Out | Jtems Out | Holds |m Edit | Info | Exit |
Summary Pay Bill
MNet Balance 99.10 Payment Type n
- Payment applied | 30 Payment received
= New Balance 96.10 - Payment applied
= Change 0.00
or Patron Credit 0.00
Bill Patron ] | History [] Annotate Payment Auto-Print | Convert Change to Patron Credit ] ’Apply Payment! ]
Selected Balance: $3.00 Un-Selected: $96.10 Voided: $5.00
Information Money Surmmary Current Payment
Type grocery Total Billed §37.00 0.00
Last Billing: Damaged material Total Paid 50.00
[ Full Details | [ Add Billing | | Void All Billings | Balance Owed  $37.00
Type grocery Total Billed £3.00 3.00
Last Billing: Fee for lost card Total Paid $0.00
[ Full Details | [ Add Billing | | Void All Billings | BalacelOwed i 200
Title: Total Billed 2,80 0.00
Last Billing: Owerdue materials Total Paid 50,00
[ Full Details | [ Add Billing | | Void All Billings | Balance Owed $2.80
B Title: Pakistan The people Total Billed 52780 0.00
Last Billing: Damaged material Total Paid 50.00
[ Full Details | [ Add Billing | | Void All Billings | Balance Owed  $27.80
B Title: The book of pressed flowers Total Billed §28.50 0.00
Last Billing:  Lost Materials Total Paid 50.00
[ Full Details | [ Add Billing | | Void All Billings | Balance Owed  $28.50

Figure 98 Payment on Selected Item

g Refresh | Check Out | ftems Out | Holds |m Edit | Info | Exit |
Summary Pay Bill
Met Balance 96.10 Payment Type Cash IZ|

- Payment applied | ggg
= New Balance

96.10

Bill Patron

[7] Annctate Payment

Auto-Print | Convert Change to Patron Credit ] ’Apply Payment! ]

Payment received
- Payment applied
= Change

or Patron Credit

0.00
0.00

Selected Balance: 53610 Un-Selected: 50.00 Voided: 50.00 Red Items are still Checked Ouf]
Information Money Summary Current Payment
Type grocery Total Billed £37.00 0.00
Last Billing: Damaged material Total Paid 50.00

| Full Details | | Add Billing | [ Void Al Bilings | Balance Owed  $37.00

Title: he black-white test score ga Total Billed §2.80 0.00
Last Billing: Overdue materials Total Paid 50,00

| Full Details | | Add Billing | | Void Al Bilings | Balance Owed $2.80

Title: Pakistan The people Total Billed §27.80 0.00
Last Billing: Damaged material Total Paid 50.00

| Full Details | | Add Billing | | Void Al Bilings | Balance Owed $27.80

Title: The book of pressed flowers Total Billed §28.50 0.00
Last Billing: Lost Materials Total Paid 50.00

| Full Details | | Add Billing | | Void Al Bilings | Balance Owed $28.50

Figure 99 Remaining Balance after a partial payment
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If you want to confirm you action click on History and you can check that the item was paid

(Figure 100).
W Bl Htory .

Schramm, Pete : 1530101474000

Summary

Bill # 4044 Total Billed 2.00

Type grocery Total Paid 300

Start 2009-03-13T15:37:23 Balance Owed

Finish 2009-04-10T11:49:31 Renewal?

Bill History

Balance Owed Closed Created Id Total Billed Total Paid Type =)

28.50 2009-03-09 3985 28.50 0.00 circulation

2780 2009-03-11 3991 2780 0.00 circulation

2,80 2009-03-11 3992 280 0,00 circulation

0.00 2009-04-09 2009-03-18 4061 B0 B0 circulation

37.00 2009-04-10 4185 37.00 0.00 grocery

Add Billing | [ Full Details |

Close Window

Figure 100 Reviewing a customer's payment history

The Difference between Forgive and Void
It is important to use the correct action when forgiving and voiding fines and bills.
Problems can result from using void when forgive would be the correct action.

» Forgive is to be used when the original charge was valid, but for some reason, the library
decides that the customer does not have to pay the fine (or a portion of the fine). For
example, maybe the customer was hospitalized. Or the library has a special amnesty - or
partial amnesty - day. In the case of Forgive, the amount that has been forgiven is
recorded in the system, along with any other payments on the same charge.

» Voiding a bill is basically cancelling it. It wipes it out as though it never existed. The
record does not show up in the customer history but may be retrieved by the System
Administrator if needed.

Void is to be used when the original charge should not have been charged. For example,
the bill was entered do to a staff error, such as an overdue fine on an item that was not
checked in properly, or bills for damage that was done by someone else. Or the system
charges a person who shouldn't have been charged. This is when you want to wipe out
the charge entirely and have no record of it in the system. If you "void" a fine, you do
not put in any dollar amount because nothing is being credited (you are just wiping out
the mistaken charge).

If necessary, individual lines may be voided by going to "Full Details" and voiding individual

charges

The basic rule of thumb is:
» Forgive - put in the dollar amount that you are forgiving.
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» Void - do not put in any dollar amount - the "void" will wipe out the
complete charge.

Forgive Example

To begin to forgive bills, start by clicking on the navigation toolbar Bills command button for the
desired customer. In the Payment Received box enter the amount being forgiven and select
Forgive from the Payment Type dropdown. Make sure that you have deselected any individual
bills not being forgiven. Now click on Apply Payment.

Refresh |gheck0ut| Items Out | Holds |m Edit | Info | Exit |

Summary Pay Bill
MNet Balance 37.50 Payment Type Forgive IZ|
- Payment applied | gg Payment received | g;
= New Balance 36.70 - Payment applied | g
= Change 000
or Patron Credit 0.00
Bill Patron ] ’ History [] Annotate Payment Auto-Print | Convert Change to Patron Credit ] ’ Apply Payment! ]
Selected Balance: 580 Un-Selected: 53670 Voided: 90.00 Red Iterns are still Checked Out}
Information Money Summary Current Payment
Title: Writing from within : Total Billed §.80 30
Last Billing: OverdLl}matenals Total Paid S0.00

[ Full Details | [ Add Biling | [ Void Al Bilings | Balance Owed  $.80

Type grocery Total Billed 53.00 0.00
Last Billing: Fee for lost card Total Paid S0.00

| Full Details | | Add Billing | | Void Al Bilings | Balance Owed  $3.00

B Title: he black-white test score ga Total Billed 5260 0.00
Last Billing: Owerdue materials Total Paid $0.00

[ Full Details | [ Add Biling | [ Void Al Bilings | Balance Owed  $2.60

B Title: Pakistan The people] Total Billed §2.60 0.00
Last Billing: Owerdue materials Total Paid 50,00

[ Full Details | [ Add Biling | [ Void Al Bilings | Balance Owed  $2.60

Title: The book of pressed flowers Total Billed §28.50 0.00
Last Billing: Lost Materials Total Paid $0.00

[ Full Details | [ Add Biling | [ Void Al Bilings | Bl 20N IS 76 S8

Going to Full details or History you will be able to see that the bill was forgiven (Figure 101).
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MGRL-RO : Crawford County Public Library

80

101010101010101 @ PL.. forgive_payment

2009-04-09 16:34

Bill # 4061 Total Billed B0 Title Writing from within :
Type circulation Total Paid B0 Checked Qut 2009-03-18
Start 2009-03-18T10:43:46 Balance Owed Due Date 2009-D4-01
Finish 2009-04-09T16:34:49 Renewal? No Checked In 2009-04-09 i
"
I
- Item Yy
i
Alert Message Barcode Call Number Circ Lib Location Owning Lib Status Total Circs =]
0530004379472 I MGRL-EW Stacks MGRL-EW In transit 1 I
Alternate View ] [ Save Columns ] l Copy to Clipboard I [ Print Export
- Bills
Amount MNote Type Woided When =]
10 System Generated Overdue Fine QOverdue materials Ne 2009-04-02 00:00 -
10 System Generated Overdue Fine QOverdue materials Ne 2009-04-03 00:00
10 System Generated Overdue Fine Qverdue materials Ne 2009-04-04 00:00
10 System Generated Overdue Fine Overdue materials Ne 2009-04-05 00:00
10 System Generated Overdue Fine Overdue materials Neo 2009-04-06 00:00
10 System Generated Overdue Fine Qverdue materials No 2009-04-07 00:00 e
[ Save Columns ] [ Copy to Clipboard ] [ Print Export Void selected billings
~ Payments
[ Amewmt— Note Staff Type When Workstation &2 |

[Save Columns ] [ Copy to Clipboard ] [ Print Export ]

Close Window

Figure 101 Forgiven Payment type in the Payments Pane

Voiding Bills

When Bill Has Been Previously Paid --To void a bill, first search for the bill in the customer’s

bill history.
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Schramm, Pete : 1530101474000

~ Summary
Bill # 3985 Total Billed 28.50 Title The book of pressed flowers
Type circulation Total Paid 28.50 Checked Qut 2009-03-09
Start 2009-03-09T12:59:03 Balance Owed Due Date 2009-03-22
Finish 2009-04-10T13:08:02 Renewal? Checked In 2009-03-09
~ Item Summary
Barcode: 33207000822579 Location: Stacks Call Number: MOMFIC 745.928 BLACK  Status: In transit
Circulate: Yes Reference: Mo Holdable: Yes Opac Visible: Yes
Created:  2008-01-30 Edited: 2009-03-09 Age Protect: <Unset> Total Circs: 1
l Alternate View l l Print Export
~ Bill History
Balance Owed Closed Created Id Total Billed Total Paid Type 2=
0.00 2009-04-10 2009-03-09 3985 28.50 28.50 circulation
27.80 2009-03-11 3991 27.80 0,00 circulation
280 2009-03-11 3992 280 0.00 circulation
0.00 2009-04-10 2009-03-13 4044 3.00 3.00 grocery
0.00 2009-04-09 2009-03-18 4061 80 0] circulation
37.00 2009-04-10 4185 37.00 0.00 grocery
Add Billing | | Full Details |

Close Window

Highlight the bill in question and click on Full Details Figure 102.
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e

- & ¥
BROOK-HQ : Brooks County Public Library Headquarters
Bill # 3985 Total Billed 28.50 Title The book of pressed flowers
Type circulation Total Paid 28.50 Checked Out 2009-03-09 |
Start 2009-03-09T12:59:03 Balance Owed Due Date 2009-03-22
Finish 2009-04-10T13:08:02 Renewal? Ne Checked In 2009-03-09 I
« Item Summary Il
Barcode: 3320700082257% Location:  Stacks Call Number: NOMNFIC 745928 BLACK Status: In transit
Circulate: Yes Reference: Mo Holdable: Yes Opac Visible: Yes
Created: 2008-01-30 Edited: 2009-03-09 Age Protect: <lUnset> Total Circs: 1

’Alternate View ] ’ Print Export

~ Bills
| mount Note Type Voided When B
< 17.95 SYSTEM GEMERATED Lost Materials No 2009-03-09 15:25
< [10.55 SYSTEM GEMERATED Lost Materials Processi... Mo 2008-03-09 15:25 |
’ Save Columns CopyTo Cif ] { Rrint Export ] oid selected billings
- Payments
Armount Mote Staff Type When Waorkstation !
28.50 101010101010101 ... cash_payment 2009-04-10 13:08 BROOK-HQ-instructor

Save Columns ] ’ Copy to Clipboard ] ’ Print Export ]

Close Window

Figure 102 Viewing Customer I;ill History Details

Looking at this particular bill you notice that there are two items on this bill—a replacement cost
and a reprocessing fee. Following this example a little further, assume the customer has found
the book and returned it to the library. They are eligible for a refund of the lost material charge
but no refund will be given for the reprocessing fee. In general, you may choose to void one or
both bills by highlighting the ones to be voided. In this case we are going to void the Lost
Materials charge only.

Highlight the Lost Materials charge and click on Void Selected Billings.
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BROOK-HQ : Brooks County Public Library Headquarters

Bill # 3985 Total Billed 28.50 Title The book of pressed flowers
Type J—— E S aaca P ST L,

Start @ Voiding Bills P———— Pa— |EM|

Finish Voiding Bills

Avre you sure you would like to void $17.95 worth of line-item
~ Item Summary b||||ngs?

Barcode: 333
Girculate: Yed | g4
c o 20 [

Alternate View ’ Yes ] [ Mo

~ Bills

a

Amount Mote Type Voided When
17.95 SYSTEM GEMERATED Lost Materials No 2009-03-09 15:25
10.55 SYSTEM GEMERATED Lost Materials Processi... No 2009-03-09 15:25

Save Columns ] ’ Copy to Clipboard ] ’ Print Export

- Payments
Amount Mote Staff Type When Workstation B2
28.50 101010101010101 ... cash_payment 2009-04-1013:08 BROOK-HQ-instructor

’ Save Columns ] ’ Copy to Clipboard ] ’ Print Export ]

Close Window

You will be asked to verify the action and you will also see an .acknd-wledgeme.nt. dialog box.

The page at httpi/fdemo.gapines.org says: |£

Billings voided.

&

0K

After you close the Details and History Windows you will see that the customer’s bill window
has been refreshed you will see that the amount was voided Figure 103. In this case the
customer still has outstanding bill so the voided amount is applied towards their remaining
balance.

If the customer had no other bills then Evergreen would have shown that the voided amount is
now a Balance Owed and a Refund button will appear on the screen. In the case of a balance
owed, click on the Refund button, and the amount to be refunded will appear in the Change
field. Click on Apply Payment and give the customer back their money.

NOTE: If the customer has outstanding bills, the refund will be applied to those bills before it
shows up as a balance owed. If there is more owed than the value of the refund, the customer
will still owe money. To avoid confusion, it is a good idea to point this out to the customer
before you void the payment.
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} Refresh | Check Out | Items Out | Holds |m Edit | Info | Exit |
Summary Pay Bill
Met Balance 1965 Payment Type Cash IZ|

- Payment applied | gog

= New Balance 19,65

Payment received g
- Payment applied

= Change 0.00

or Patron Credit 0.00

tate Payment Auto-Print | Convert Change te Patron Credit ] ’Apply Payment! ]

Selected Balance: 56760 Un-Selected: 5-17.95 Voided: 51795

Red Items are still Checked Ouf

Informaticn Money Summary Current Payment

roce Total Billed §37.00 0.00
Last Billing: Damaged material Total Paid $0.00

| Full Details | | Add Billing | | Void All Billings | Balance Owed  $37.00

Title: Total Billed 5280 000
Last Billing: Overdue materials Total Paid 50,00

| Full Details | | Add Billing | | Void All Billings | Balance Owed  $2.80

Title: Pakistan The people Total Billed §27.80 0.00
Last Billing: Damaged material Total Paid $0.00

| Full Details | | Add Billing | | Void All Billings | Balance Owed  $27.80
Title: The book of pressed flowers Total Billed 51055 0.00
Last Billing: Lost Materials Processing Fee Total Paid 52850

| Full Details | | AddBilling | [ Refund | |[Void Al Bilings | Balance Owed $-17.95

Figure 103 Updated Bill window showing a voided amount

When Bill Has Not Been Paid--On the Customer’s Bills window, one option under each bill is
to Void All Billings (Void All Billings is referring to all bills associated with one multi-part bill).
Click on the Void All Billings command button to cancel the bill, without taking or refunding a
payment. If a bill has several parts, click on Full Details, highlight the parts you need to void and

select Void Selected Billings.
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S y Pay Bill
Net Balance 4210 Payment Type Cash [~]
- Payment applied | ggp Payment received g
=New Balance 4210 - Payment applied
= Change 0.00

or Patron Credit 0.00

Bill Patron ] ‘ History | [] Annotate Payment Auto-Print | Convert Change to Patron Credit ] ’ Apply Payment!

Selected Balance: $5.00 Un-Selected: 53710 Voided: $0.00

Red Items are still Checked O

Informatien Money Summary Current Payment

Type grocery Total Billed

Last Billing: Damaged material Total Paid
Balance Owed

Full Details Add Billing Void All Billings

Type grocery Total Billed 53.00 0.00
Last Billing: Fee for lost card Total Paid §0.00
Balance Owed $3.00

]

[ Full Details | | Add Biling | [ Void All Billings |

B Title: he black-white test score gap| Total Billed §2.80 0.00
Last Billing: Overdue materials Total Paid 50.00
[ Full Details | | Add Biling | [ Void All Billings | Balance Owed  $2.80

Title: Pakistan The people Total Billed S2.80 0.00
Last Billing: Overdue materials Total Paid £0.00

[ Ful Details | [ Add Billing | [ Void All Billings | Balance Owed  $2.80

B Title: The book of pressed flowers Total Billed 52850 0.00
Last Billing: Lost Materials Total Paid 50,00

[ Full Details | [ Add Billing | [ Void All Billings | Balance Owed  $28.50

Figure 104 Voiding a Bill that has not yet been paid

Voiding Bills

Are you sure you would like to void $5.00 worth of line-item billings?

~ Options

The page at http://demo.gapines.org says: |£|
‘}.  Billings voided.
oK

Effects Of Voids On Cash Reports--Whenever the void results in a refund, that money will be
subtracted from the running total on the Cash Report. The Cash Report is viewed by clicking on
the Admin button on the upper right of the toolbar, clicking on Local System Administration and
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then on Cash Reports.

Local System Administration

Workstation Configuration Library Configuration Maintenance Reports
Global Font and Sound Settings Closed Dates Editor Pull List for Hold Requests (Testing)
Printer Settings Editor Copy Lacations Editor Pull List for Hold Requests (Classic) (Testing)
Library Settings Editor Reports
Non Cataloged Types Editor Cash Reports
Statistical Categories Editor Transit List
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Chapter 5 Holds

Overview

SC Lends has three types of holds:

1. System Hold: A request a customer places for an item at a branch of his or her home
library.

2. Intra-Consortium Hold (ICL): A request a customer places for an item from another
library within the SC LENDS consortium.

3. Interlibrary Loan (ILL): A request a customer places for an item held at a library
outside the SC LENDS consortium.

SC LENDS libraries will share all materials older than six-months except for non-circulating items
If customer requests an item that is already checked out, you can place a hold from the
Evergreen client software, or the public may place a hold through the OPAC. When a hold is
placed, Evergreen creates a Hold record that links the item and the customer.

Hold records contain the following information about the item:

User who placed the hold

Library where the hold was placed

Pickup library

Date and time the hold was placed

Hold level and range

Y VVVYVY

When more than one customer places a hold on an item, Evergreen creates a hold list (queue).
Any number of customers can wait in the hold queue. Evergreen uses the information in Hold
records, Hold policies, Item policies, and User Profile policies to determine which customer in
the hold queue receives the item when it becomes available.

When a hold is initially placed, the hold status is set to Waiting for Copy. Immediately Evergreen
goes through and looks for an item which is eligible to fill the hold, called the target. If there is
no eligible item, it will wait until one is returned or becomes eligible. When a particular item has
been targeted, the customer’s hold record shows that the hold has a status of Waiting for
Capture and the barcode of the targeted item populates the Current Copy column. At the same
time, the hold appears on the owning branch’s Pull List for Hold Requests. Once an item is
scanned in for capture, it either goes to the Holds shelf or is put in transit for the customer.

If there are no restrictions on holdability, the system will first look for an item at the hold’s
pickup library, then for an item in the hold’s pickup region, then anywhere in the consortium.
Within each category the holds are targeted randomly. The hold will stay on a target for 24
hours. If the targeted copy cannot be found, a staff person may indicate this in the staff client
and a new target copy and location will be identified. Or if the target library does not act on the
hold within a set interval, the hold will automatically retarget. Library staff may also monitor
ICLs by running reports and redirecting those holds that could be filled by the home library.
The holds module is opportunistic, that is, if another eligible copy gets scanned in before the
targeted copy, it will pick up the scanned in copy. Another feature of Evergreen called Hold
stalling lets a library delay placing a customer's hold request for a given number of days--SC
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Lends will be set to three days. The extra time means that the home library has more of a
chance of filling a hold with its own collection.

The Holds queue is based on the time the holds was placed, subject to eligibility restrictions and
is not priority based on the home library or region. The Holds queue may be viewed on the Title
Detail page of the catalog record, by clicking on Actions for this Record > View Holds.

Placing Holds

Press F3 or click Circulation Place Hold in the main menu, and search for the item (for
information on Catalog Searching see Page 144) the customer has requested.

Resultz 1- 10 of about 2750 (page 1 of 274) Start ¢ » Available copies / Total copies

Thiz Branch Local Library System Everywhere

Harry Potter vy la orden del Fénix
% & Rowling, J. K.
1a.ed. | 2004 Salamandra | print 893 p.; 20 cm. i i RRES

wr Place Hold

Harry Potter and the prisoner of Azkaban
8@ Cuardn, Alfonso.
2-disc widescreen ed. | c2004 Warner Home Video | videorecording 2 videodiscs (ca. 142 min) : sd., oso oso 116

B cor s 3iin,
Figure 105 Select Title for Hold

Click on Place Hold from either the search results page or the item record.
Enter the customer’s barcode number into the Enter recipient barcode field and click Submit.

@ent harcode:  [1530101474000 Subrmit Cancel

Figure 106 Tie the Hold request to a Customer

The Create / Edit a Hold page will display (Figure 107). The Create / Edit a Hold page displays
information about the item being requested, the customer’s contact information (editable email
and phone number), and a dropdown box to select the preferred pickup location. This page also
gives the option to Suspend this hold or select acceptable alternate formats via the Advanced
Holds Options link. Click on the Place Hold command button at the bottom of the screen. A
message will be quickly displayed: “Checking for possibility of fulfillment...” and if it is successful,
there will be a message saying “Hold was successfully placed.” Click on OK.

If the hold fails, a dialog box will open up indicating that the hold you are trying to place is
invalid. For instance, if you try to place a hold on an audiovisual item where your library has no
holdings, or if the customer has reached the limit of holds a person can place.
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Create ! Edita Hold

Recipient: Schramm, Pete

Title: Harry Potter : y 12 orden del Fénix

Authar Rowling, J. k.

Format \¢> Books

Fhysical Description: print 893 p.; 20 cm.

Contact telephone number: 8433041138 (OO Y Y-EZEE)

Enable phone notifications for this hold?

Contact emnail address: pschrammighatmail.com

Enable email notifications for this hold?

Pickup location Crawford County Public Library b

Suspend this hold (Help)

Figure 107 Place Hold Options

Advanced Hald Options

[ Place Hald ] [ Cancel ]

Checking for possibility of hold fulfilliment...

Figure 108 Evergreen's Checking for Hold Message

The page at hitp://demo.gapines.org says: E|

Evergreen Hold Types

Evergreen has four different types of holds:

Title level hold (T) refers to a hold which will be satisfied with the first available copy of a Title in
the catalog. This type of hold is placed when a customer of staff person clicks on the place hold
link next to a title (as in the previous example of placing a hold).

Copy Level hold (C) refers to a hold which will only be with a specific copy of a title in the
catalog. This type of hold is placed when a staff person clicks on the details to view the specific
item’s barcode and then clicks Place Hold next to the barcode. Note Customers cannot place a
Copy level Hold

Meta-record hold (M) refers to a hold for a catalog item that contains multiple iterations of an
item, for example, different formats, different editions, and large print, as long as the title is the
same. The first title in any format that is available will fulfill the hold request. This type of hold
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is placed when a customer or staff person, from the holds confirmation screen, clicks on
Advanced hold options and selects other applicable formats (use Ctrl +left mouse button to
select multiple formats).

Volume level hold (V) refers to holds for catalog items that are volumes of a multipart work.
This type of hold is placed when a customer or staff person, goes to the copy summary of a
multipart work and views the copy summary. Select the volume/piece for a hold by clicking on
place hold in the row of the selected piece.

The following sections illustrate examples of C, M, & V level holds.

Copy level Hold Example

To place a copy level hold, search for the catalog record, and in the Copy Summary portion of
the window, click on Details.

_ —
Edition
Series
Fublication Date [1854]
Publisher Random House
Physical Description print [65] p. illus. 29 cm.
Format @ et
hstract A city of Whos on a speck of dust are threatened with destruction until the
smallest Who of all helps convince Horton's friends that Yvhos really exist

<| Copy Summary ~ Shelf Browser | MARC Record |

View copy information for all libraries i
|lerary|Ca|lnumber|Aot\ons ‘ Aval\ab\e|Checked out‘ In proce55|\n tranalt|ResheMng On holds 5he|f|On order|
Training System

Dora  |E Seu

The details for the item(s) appear. Click on place hold for an item.
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| Copy Summary | Shelf Browser | MARC Record

View copy information for all libraries

Training System
details
pDora  |E Seu LTovEE 2
place
hold

print these details

FraTTT Status | Location He qu
Protection
G401 place hold Available| Stacks - Disabled -
place hold Available| Stacks - Disabled -

Create Date |Holdable

2008-11-17
2008-11-17

|Library|Callnumber‘Aotions|Available|Checked out‘ In process|ln transit|Reshe\wng On holds shelf|0n order|

Yes

Yes

Due
Diate

Figure 109 Copy Level Hold window

Meta-Record Hold Example

To place a meta-record hold, click on Advanced Hold Options (Figure 107) and holding down the
control key, select one or more formats from the list displayed.
For example, referring to Figure 110 there are multiple copies of “Harry Potter and the prisoner
of Azkaban in three different formats. A customer wants the first available copy in any format.

Place a hold on any of the records by first clicking on Place Hold on the record screen for any of
the copies. From the Create/Edit a Hold window, click on the Advanced Hold Options link. A list
of alternative formats appears via a drop-down menu. Hold down the control key and select all
the formats of the work, then click on the Place Hold command button (Figure 111).
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Results 1- 10 of about 17 (page 1 of 2) Start « » Available copies / Total copies
Thiz Branch Local Library System Everywhers

Cultural studies in the EFL clagsroom
Celanoy, YWerner. i

| 2006 Universitatsverlan Winter | print 384 p.2ill. ; 26 cm.
wr Place Hold

Harry Potter and the prisoner of Azkahan
| Cuardn, Alfanso

1 2-disc widescreen eg
col.; 4 34 in.

arn (] ars

004 WWarner Home Yideo | videorecording 2 videodiscs (ca. 142 min) - sd.,

Place Hold
Harrg®bitter and the goblet of fire
ling, J. K.
Unabridged. | p2000 Listening LibrandRandorm House | sound recording 17 sound discs (20 hrs,, 37 0io 0i2
min.) : digital ; 4 314 in
] Place Hold

o Harry Potter and the prisoner of Azkaban
W Cuardn, Alfonso
1 | 2004 Warner Home Video | videarecording 1 videocassette (ca. 142 minj @ sd., cal. ; 142 in.

=
Place Hold

arn (] o

=)

Harry Potter and the prisoner of Azkaban
Rowling, J. k.
| p2000 Listening LibrargRandom House | sound recording 10 sound discs (ca. 12 hre) : digital ; 4
aldin.
] Place Hold
Harry Potter and the prisoner of Azkaban
Rowling, J. k.
| p2000 Listening Library | sound recording 10 sound discs {ca. 12 hr) : digital ; 4 374 in.
ob Place Holg
. Harry Potter and the prisoner of Azkaban
| Rowling, J. K.

\:‘;.':-'!» .

1stAmerican ed. | c1999 Arthur A. Levine Books | printix, 435 p. :ill.; 24 cm.
W Place Hold
Harry Potter and the prisoner of Azkahan
pwling, J. K.
drary ed. | p2000 Listening Librany | sound recording 7 sound cassettes {(10.5 hr) - analog
= olb Place Hold

Figure 110 selec item that matches the title

Create f Edita Hold

Recipient: Schramm, Pete

Title: Harry Potter and the prisoner of Azkahan

Author Cuardn, Alfonso

Forrmat %Video Recordings

Fhysical Description: videorecarding 2 videodiscs {ca. 142 min) :sd., col. ; 4 34 in.
Cantact telephone number: 843-304-1138 OO Y Y22

Enable phone notifications forthis hald?

Cantact email address: pschramm@hatmail.com

Enable email natifications for this hold?

Pickup location Crawford County Public Librany hd
Suspend this hald (Help) O

Advanced Hold Cptions

Acceptable Alternative Formats: (Help)
(control-click to select multiple farmats)

[ Place Hold | [ Cancel |

Figure 111 Advanced Holds Option selection for an M level hold
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Volume Level Hold Example
To place a volume hold, go to the Copy Summary of a multipart work (Figure 112) and view the
copy summary. Select the volume/piece for a hold by clicking on the place hold link in the row of

the selected item.

Result 200 of 793 Stat << == End

Record Summary

Title

Authar

ISBMN

Edition

Puhlication Date
Fublisher

Physical Description

Format

Abstract

Place Hold | More Actions... hd
Lost ernpires
Grint, Alan.
15859656814

[2002]
Distributed hy Goldhil Yideo
wideorecording 6 videocassettes {ca. 480 min): sd., col.; 12 in.
o=
1 moving image
In 1913 young Richard Herncastle joins his Uncle Mick's magic act and is introduced to the enchanted world of the British music

hall. Traveling from one city to the next, assisting at conjuring acts and disappearing acts, Richard comes to know romance, palitic
and high adventure. The nextyvear, in a true and terrifying vanishing act, the guns of August hlast away that world farever.

| Caopy Surmrmary Shelf Browsar | Raviews | MARC Record |

View Copy Information for this location only

|Librar\,r |Ca|lnumber |Acti0ns |A\rai|ab|e |Checked0ut In process |Intransit |Reshelving Cn holds shelf |0n0rder|

Southwest Georgia Regional Library

detailz

Decatur County Public Libran: WLOS 20021 browwse 1 i) ] ] i) ] 1]

place hold
detailz

Decatur County Public Library WLOS 2002 283 hrowse 1 0 0 0 0 0 0

place hold

Decatur County Public Likfary

VLOS 2002 4

details

Decatur County Public Library WLOS 20025 hrovese 1 i} 0 0 i} 0 0

place hold
detailz

Decatur County Public Libran: WLOS 20026 browwse 1 i) ] ] i) ] 1]

place hold
detailz

Decatur County Public Librare WLOS 20027 browese 1 1] a a 1] a 1]

Figure 112 Multi-part catalog item

Review Customer Holds

Retrieve the customer’s record and click on the Holds command button on the navigation

toolbar.
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Schramm, Pete
{Has Eills) (Has Cverdues)

Info. | Exit

Refresh |gnenk out ‘ !temsl]m| Holds Bills | Edit ‘

¥Status

Patrons
MGERL-RO
Interret: Filtered

Holds

Actions for Selegfad Holds
Lib Request Date Status Titke
20 200903 18 WAl Har

Avallable On| Capture Date| Cu
Moy

MNotices

rrent Copy  Last Notify Time
Copy o]

Expires on 2011-02-18

Holds: 1

© Avallable: 0
Credit: $0.00
Bills:

Check Cuts:

Lost:
MNon Cat:

Notice that in this example the Type field contains a T (i.e., Title Level Hold). The Type field
refers to the type of hold placed (options are T, C, M, V). Refer to Page 108 for more information
about the various types of holds.

If a customer places a hold for a title for which all copies are checked out, the following
happens.

The hold is placed in a queue to hold the first copy that is checked in.

As soon as a copy is checked in, a slip is generated for “on hold” for the local branch or “in
transit (Figure 113) for another branch.

* Transit Slip

o O I
Ly
[N
o)
o

EBX

Transit Slip

Destination: MGRL-0G.

Oglethorpe Public Library
We do not have a holds address for this library.

Barcode: 31033005577501
Title: summer of my German soldier
Author: Greene, Bette

Hold for patron Simmons, Earlene Ruth
Barcode: 306631
Notify by email:

Request Date: 2008-04-16
5lip Date: 2009-03-19

Options

Figure 113 Transit Holds Slip

Viewing Holds Queue Order

If a customer asks for their current position in the holds queue you can provide them this
information via Evergreen. Starting from the customer record click on the navigation toolbar >
Holds button—displaying the customer’s hold requests(Figure 114). Next, click on Actions for
Selected Holds > Show in Catalog. This will open the title in the catalog record screen (Figure
115) where you need to click on the drop down link Actions for this Record > View Holds.

This will open the final window, Holds which will show the outstanding holds on the title. The
default ordering is with the oldest hold (next in line) at the bottom. Use the Column Manager
icon to open the options for managing the displayed information. For example, Figure 116
shows the list options where you can choose an option to display the Customers’ names etc.
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Start End

4
EVERHGREEN

Schramm, Pete Refresh | Check oml Items Out | Bills | Edit | Info | Exit
(Alerf) (See Motes) (Has Bills) (Has Overdues)
¥Alert | [ Hee
) ) Actions for Selected Holds
Lorem ipsum dolor sit amet, consectetuer
dinisci it D di ) Available On Capture Date Current Copy Last Notify Time Notices Pickup Lib Request Date Status Copy to Clipboard
@ IPISCIng elit. Donec odio. QUlSqUQ 31025000852152 0 MGRL-RO  2009- 09 Waiting f. Show in Catalog
volutpat mattis eros. Nullam malesuada 2009-04-09 0530004379472 0 MGRL-RO 2009-03-19  In-Transit  Show ltem Details
erat ut turpis. Suspendisse urna nibh, Show Last Few Circulations
viverra non, semper suscipit, posuere a, Retrieve Patron
pede. Show Notices
Edit Pickup Library
r¥status Edit Phone Notification
Patrons Set Email Notification
3 Edit Activation Date
MGRL-RO Activate Hold
Internet: Filtered Suspend Hold
Expires on 2011-02-18 Mark Item Damaged
Holds: 2 MarkItem Missing
- Find Another Target
Cancel Hold
Credit: $0.00
Save Columns
e arnar
. . e ' . e
Figure 114 Finding a Customer's Holds Listing
Record Summary
Title: Reading blaster for 4th grade (View MARC)
Author: Knowledge Adventure, Inc Editio Pub Date: 1999
TCN: (OCLC) oemd 3189354 Created By: (PINES) 101010101010101 Last Edited By: (PINES) 101010101010101 Last Edited On: 01/30/08

nis for this Record

Text Size: Regular / Large

ttle:Reading blaster for 4th grade Keyword [=]| | Al Formats [=] | Everywhere [=]

" Brooks County Public Library Headquarters Including results for PINES Consortium Limitto Available ] | Sort Results by Relevance =]
lome
Advanced Search Results 1 -1 of about1 (page1cf 1) Available copies / Total copies
My Account This Branch Local Library System Everywhere
You are logged in as admin Reading blaster for ath grade
My Title Resulte Knowledge Adventure, Inc
| £1002 Knowledge Adventure | electronic electronic resource 1 computer optical dis © sd., col.; 4 34 oro 0/0 3/3

— in. +1 user's guide.
22 Relevant Subjects

: Place Hold
& [ Educational games

"% [ Reading (Elementary)

1) Reading comprehension

Results 1 -1 of about 1 (page 1 of 1)

83 Relevant Authors

U Knowledge Adventure, Ine

Figure 115 Title Hold Action
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Record Summary

Title: Reading blaster for dth grade (View MARC)

Author: Knowledge Adventure, Inc Edition: Pub Date: <1999
TCN: (OCLC) ocmd3189354 Created By: (PINES) 101010101010101 Last Edited By: (PINES) 101010101010101 Last Edited On: 01/30/08
Start Previous Next End Actions for this Record
Holds
Actions for Selected Holds
Available On Capture Date Current Copy Last Notify Time Notices Pickup Lib Request Date Status Title Type B
3102500852152 0 MGRL-RO_2008-04-0  Waiting for captu... Reading blaster f -
Activatiol ite
A
uthor
+ Available On
Available On (Timestamg)
Call Number
+ Capture Date
Capture Timestamp
¥ Current Copy
Column Manager |C0n Current Cepy Location
Edition
Email Notify

Expire Time
Fulfiliment Time
Hold Id

Holdable Formats
ISBN

Last Notify Time

Motices.

<

<

Patron Barcode
Patron First Name
Patron Last Name
Phone Notify

Pickup Lib

Pickup Lib (Full Name)
Prev Check Time
PubDate

Publisher

Request Date

Request Lib

Request Lib (Full Name)
Request Timestamp

<

<

Figure 116 Add Customer's Name to the Holds Queue Display

Suspend a Customer Hold

If the status of a hold is Ready For Pickup, it is possible to cancel the hold; however, it is not
possible to suspend the hold.

Holds can be suspended either by customers or staff. In either case, the process is the same if
the hold were suspended while in the process of creating the hold request. The customer record
screen, where the hold is placed, contains a checkbox labeled Suspend Hold (Figure 117). Once
this box is checked off, the hold can be suspended until the date that the customer or staff sets
for reactivation. Clicking on the calendar icon will bring up a calendar gadget where the date
can be set. The date can also be manually entered. If the date field is left blank the hold is
suspended indefinitely until the reactive date is set.

Suspend this hold Help

Autornatically activate hald on: CrrYY-MM-DD)
Figure 117 Suspend Hold Check box

Reactivating a Customer Hold

Library staff can reactivate holds in the following manner. Retrieve the Customer record and
click on the Holds command button on the navigation toolbar. Highlight the hold to be
reactivated and click on Activate Hold from the drop-down menu under Actions for Selected
Holds. (Figure 118)
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Schramm, Pete Refresh |g||eck out ‘ Items Out ‘m Bills ‘ Edit ‘ Info | Exit
(Has Bills) _{Has Overdues)

¥Status “l! “Holds

Patrons

MGERL-RO

Available On Capture Date  Current Cop

Last Iotify Time Motices Plckup
v . pres

ol [v]5]

Internet: Filtered
Expires on 2011-02-18

Lib Redues  Copy to Clipboard
" Show in Catalog
Show Item Details

Holds: 1
| Availsble: 0 Show Last Few Circulations
gﬁdit: igZOSO Retrieve Patron
ills: .
Check Quts: 4 Show Motices
[ overdwel 2| Edit Pickup Library
| LongQwerdue: 0 Edit Phone Notification
Claimed Returned: 1 et Fepail Metfication
Lost: 0
MNon Cat: 0

Edit Activation Date
Activate Hold
Suspend Hold

¥ID/Contact Info

Library Card: 1530101474000 Mark Iterm Damaged
D 1 ther Mark Itern Missin

194309295CH = =]
I 2: Find Another Target
DOB: 1943-09-29 Cancel Hold

Save Columns

Figure 118 Reactivating a Hold
Evergreen will prompt you to confirm that you want to activate the Hold. Click Yes. The hold is
activated immediately.

Modifying Holds

Modifying Holds
Are woul sure you would like to activate hold 10437

Options
Yes | | Mo

Setting an Activation Date

As an alternative to reactivating a hold immediately you can us the Edit Activation Date feature.
From the Actions for Selected Holds drop down choose Edit Activation Date (Figure 118).
Evergreen will display a dialog box where you must enter a date YYYY-MM-DD. The hold will
automatically become active on whatever future date entered.

The page at hitp:ffidemo.gapines.ong says:

[ % Please enter an activation date for hold 1043
)_,f-r’l Or set o blank to unset the activation date for these holds, Suspended holds without an activation
date will remain suspended until manually activated, oktherwise they activate on the activation date.

o, l [ Cancel
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Note: Customers can place Holds from OPAC. In the process of setting a hold they may also
inadvertently suspend a Hold. To see if a hold is active or not click on the Column Manager icon
and add the Activation Date and Active Date column headings. In the following example, the
record is showing “None” for the Activation Date and “No” for Active. An Active hold will be
indicated with a “Yes” in the Active Column. A Hold does not need and Activation date if it is
Active, but if the Hold is Not Active then the hold will remain inactive until manually activated

(no date) or automatically activated when an Activation date is reached.
0

Last MNotify,

Active! Ayailab,.. Captur... | Current,..

Activation Date
2009-03-19 Wa, .

ope

equest ..,

Column Manager Icon

Figure 119 Column Manager Icon

Remove Customer Holds

Often, a customer may call in and ask you to cancel a hold for them. While they can do this from
the online OPAC, this may not always be possible for the customer.

To cancel holds from the staff client, first click Search > For Patrons. Follow the above procedure
to review Customer Holds (Page 112 ). Select one or more holds from the customer list and click
on Actions for Selected Holds. From the drop down choose Cancel Hold. The system will prompt
you to confirm your request to cancel the Hold(s). Click Yes to complete the operation.

You can edit holds from a customer's list of holds up until the time the item is put in transit.
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Actions for ted Holds
3 Copy to Clipboard

Show in Catalog

Show Item Details

Showy Last Few Circulations

Fetrieve Patron
Show MNotices

Edit Pickup Library

Edit Phone MNotification

Set Email MNotification

Edit Activation Date ® Cancelling Holds LEK
Activate Hold Cancelling Holds

Suspend Hold Are you sure you would like to cancel holds 1042, 10417

Mark Ttem Damaged
Mark. Ttem Missing
Find Another Target
Cancel Hold Upiers

Yes ] ’ Mo

Save Columns
Figure 120 Cancel Holds Action

Retargeting Holds

Occasionally, a hold may be captured or placed on the holds pull list only to find that the item is
damaged, lost, etc. or perhaps is newer than 6 months and cannot be put in transit. In these
instances, holds can be retargeted to another library.

Begin by retrieving the customer, either by barcode or by a name search.

After retrieving the customer account, click the Holds command button. This will display all
holds currently placed by this particular customer. In the case in Figure 121, we see the item
Waiting for a copy.

Schramm, Pete Refresh |gneck0ut| ftems Out | Bills | Edit | Info | Exit |
(HasBills) (Has Overdues)
¥Status | Halds

Actions for Selected Holds

Patrons p—
Available On Capture Date Current Copy Last Notify Time Motices Pickup LipgMequest Date Status Tit'e
MGRL-RO

MGRL-R J 2009-03-19 Waitingf... Writing) om wit... T
Internet: Filtered

Expires on 2011-02-18

=

o

o

&
A =
w o
el =
n o
S

Credit:

Bills:

Check Outs: 4
Lost: 0
Non Cat: 0

Figure 121 Customer Holds List
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To retarget this hold, highlight the item and click Actions for Selected Holds > Find Another
Target.

Actions for Selected Holds

Copy to Clipboard
Show in Catalog
Show Itemn Details

Show Last Few Circulations

Retrieve Patron

Show Motices

Edit Pickup Library

Edit Phone Motification
Set Email MNotification
Edit Activation Date
Activate Hold

Suspend Hold

Mark Itern Damaged
Mark Itern Missing

Find Ancther Target
Cancel Hold k

Save Columns

You will be asked to confirm this action.
Resetting Holds

[ Resetting Holds

Are you sure you would like to reset hold 10437

After confirming, the Status will change to Waiting for copy and will now appear on the next
available library’s Hold Pull List.

Transferring Holds
To transfer holds from one item to another, open
the record you need to transfer the hold from in one

tab and the record you need to transfer the hold to E}:ﬁ:ﬂtj'_‘e R i
in another tab. First view the holds on the record -
. . Current Copy 117644-6002
where the hold is currently. You will copy the Notices 0
customer barcode of the hold you need to move. Patron Barcode P —
Select Patron Barcode in the Column Manager. Then Fickup Lib ICFLS
right-click on the line you need, and select Copy to Request Date 2008-10-07
Status Waiting for capture
Title Twilight : a novel
Type T
)
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Clipboard. A box will open up with data from that line. Click on the customer barcode. Make
sure you do not click on the item barcode, if it is in your box. A box will open up telling you what
has been copied to the clipboard.

Click OK or press Enter. You can now use this customer barcode to place a hold. Go to the tab
where you have opened the record where you need to move the hold. See Placing Holds on
page 107, if needed, for instructions on how to place the hold. Then you will need to cancel the
hold on the first record.

Note Evergreen will automatically accept another barcode if that item barcode is attached to
the same bib record.

View Item Holds

To view holds on a title, retrieve and display the record in the catalog.

Results 1-2 of ahout2 {page 1 of 1) Available copies / Total copies

This Branch Local Library System Everywhere
Wiriting frorm within
| print 0o 041 o
w Place Hold
Wiriting from within : a step-by-step guide to writing your life's...
Selling, Bernard.
1st paperhack ed. | ¢1989 Hunter House | printxi, 239 p.; 22 cm. 0w wem vi

P Place Hold

Results 1-2 of ahout2 {page 1 of 13

Click on the title to retrieve Record Summary window and select Actions for this Record > View
Holds.

Record Summaiy
Title: Writing from within

(View MARC)
Author: Edition: Pub Date:
TCN: (AUTOGEN) 251 Created By: (PINES) 101010101010101  Last Edited By: (PINES) 101010101010101 Last Edited On: 03/18/p4
Record 1 of 2 Actions for this Record
OPAC View
MARC Yiew
EVE ‘GREEN e wrting from, vithin

MARC Edit

Holdings Maintenance

Gl Keyword (% | | All Formats

Crawford County Public Library

Wiew Holds
Horme #dd to Bucket
Result1 of 2 == End 0 Bud
Advanced Search — =
Record Summary PlacgiHo Wark for Overlay
Wy Account Delete Record
) ~ Title Writing frarm within -
“ou are logged in as admin authar Undelete Record
My Title Results 15BN 0-7607-5354-T Duplicate in Mew Tab
My Title Details Edition Remove this Frame
&= Publication Date et bottom interface as Default
= Relevant Subjects Fublisher
""" Physical Description print
Format et
Abstract

‘ Copy Surmmary ‘ Shelf Browser ‘ MARC Recard |

View copy information for all libraries
‘Lihram ‘Callnumher |Actmn5 ‘Avai\ahle ‘Checked aut

In pracess In transit Resheling On holds shelf On arder

*There are no copies in this location

Notice in Figure 122 that when the Hold record is retrieved you may have to use the Column
manager to adjust the display information (e.g., Customer barcode, name, etc).
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Holds

Actions for ge\ectewo\ds 1

Available On Capture Date i Title ype! B
Active

ALthor
Awvallable On
Available On (Timestamp)
Call Murnber

Caphure Date

Caphure Timestamp
Current Copy

Current Copy Lacation
Ediition

Email MNotify
Expire Time
Fulfillment Time
Hold Id

Holdable Formats
15BN

Last Motify Time
Motices

Patron 3
Patron First Name

<

<

<

<

v

Patron Last MName
Phane Motify

Pickup Lib

Pickup Lib (Full Mame)
Prev Check Time
PUbDate

<

Publisher
» Start ClYeE % 2 sulrunner - 1@ 9 mic ffic. - | ) Google Calendar-.., | & ScreenFrink [ eenibea,.. -
Figure 122 Hold Display fields

A hold with a status of waiting for capture means the hold has been assigned a barcode already
and is on a library's holds list.

A hold with a status of waiting for copy means that the system is waiting for a copy to become
available as all are currently checked out. Once the item is checked in, the hold is captured, and
a slip is printed.

Branch Holds Processing

There are four steps for processing hold requests:

1. Print the Pull Holds report list of requests for items owned by the local branch.

2. Retrieve the matching items.

3. Trap the hold items which will automatically generate an email message to local branch
customers or will generate “In Transit” slips for holds to be delivered to other branch
locations.

4. Place the items on the local hold shelf or in delivery for other branches.

To understand how holds work in Evergreen after they are placed, a basic outline of the process
is provided below.

Pull Holds Report List

Holds systematically go on the Pull Holds list immediately. The Pull Holds report is a list of holds
requests for items owned by the local branch. The list contains only those items at that branch
that are available on the shelves.

To Print the Pull Holds Report go to the Circulation menu and click on Pull List for Hold Requests.
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Circulation  JeElE]as) ]

Check Qut Tkems F1
Check In Ikems Fz
Register Pakron Shift+F1
Retrieve Lask Patron F&
Capture Holds Shift+F2
Pull List .

Browse Holds Shelf

Place Hold F3

Showy Ikemn Skakus by Barcode FS

Retrieve Patron by Barcode  F1

Replace Barcode

Record In-House Uss F&

Re-Prink Last F9
Enter Offline Interface

Figure 123 Circulation menu > Pull List for Hold Requests
The list appears on the screen.

Welcome admin

Evergreen Holds Pull List : Brooks County Public Library Headquarters
VAN
NoteX Click on a column header to sort the column

Copy Call Copy Hold Placement | Hold
Title Author Lccat\on/ Number | Iteyn Barcode Number Format Patron Barcode Date Type
Tuesdays with Morrie  Albom, Mitch Stacks 378.1 ALB 3105005213964 2 Book 414141 2009-02-06 Title Hold
Sams teach yourself  Cadenhead, o\ 651.84 SAMS 3105005178175 2 Book mgrl-jo- demo-local-system-administrator 2008-12-15 Title Hold
Java 1.2 in 24 hours Rogers.
AUDIO MYS

The mother hunt Stout, Rex Stacks STouT 31H05005158466 1 Audiobook 3708310555555555 2009-04-16 Title Hold
The emperor of Carter,

Stacks 31005005054327 1 Audiobook 13579246800 2008-04-16 Title Hold
Ocean Park Stephen L.

Figure 124 Pull Holds List

The list displays in columns the following data:
Title

Author (if available)

Copy Location

Call Number

Iltem Barcode

Copy Number (if available in item record)
Format

Customer Barcode

Hold Placement Date

Hold Type

These columns may be ordered either alphabetically or numerically by clicking on the heading
for each column. To make it easier to find the items to be pulled, Staff should sort by the Call
Number column (with the arrow pointing down). The list should contain only items that are on
the shelf and available at that branch.

To print the list, click on the Print Page Command button. When the printer dialogue box
appears, make sure the appropriate printer is selected (you don’t want to print this on a receipt

122



Beaufort County Library Circulation Training Guide

printer), and click Properties (for the printer). Select Landscape under Orientation (in Layout).
Click OK and OK again to print.

The staff person responsible for that day’s report should date and initial the report before filing
it.

Missing Hold Items

Usually all items on the list are found and pulled. However, sometimes the items are not on the
shelf for whatever reason — missing, misshelved, etc. It is always best to try to pull the title with
the matching item barcode. When a matching item for a hold is not found, but an alternative
copy that matches the title/format is found—it can be used instead to satisfy the hold. Go back
to the customer record and place the hold on the alternate item. The replacement item is now
available for trapping. Also make sure you cancel the hold for the original item.

For items not found a staff person should indicate this by marking the item missing (Page 128),
and a new target copy and location will be identified. The newly targeted item will appear on
that library’s pull list.

Also you can go to a customer’s record, select the applicable hold, and choose Actions for
Selected Holds > Find Another Target. The customer remains at the top of the list but another
library picks up the hold, as determined by Evergreen’s holds matrix

Any hold request that is unfilled for 24 hours will go back into the system and be reshuffled — it
may be that the request returns to the library's list but it may also be redirected elsewhere.

Trap Holds

Items pulled from the stacks are trapped using the Trap (or capture) commands, and the items,
on the printed report, are checked off as found. If an item is already at the customer’s Pick-up
location, a Hold slip will print (see specific branch procedures for how this is handled). If the
item is to be picked up at another branch, instructions are given to put the item in transit to the
pickup branch of the current hold customer. The staff person is responsible for inserting a
properly designated delivery flag in the item to indicate appropriate routing to the customer’s
pick up site.

Customers will be notified when the hold becomes available at the pickup location. Therefore,
carefully refer to the screen directions while trapping holds. Because once an item is trapped,
the customer notification is sent out for holds that are local. Trap holds that are transported to
another branch will remain unavailable until the item is received. Needless to say, a customer
should expect the item to be available at the designated pickup site once the hold pickup notice
is received.

To trap (or capture) holds go to the circulation menu and click on Capture Holds in the drop-
down list.
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(et =l Cataloging

Check, Qut Tkems F1
Check In Items Fz
Register Patron Shift+F1
Retrieve Lask Patron Fa

Capkure Holds Shift+F2
Pull Lisk: for Hold Requests

Browse Holds Shelf

Place Hold F3

Shiowe Tkemn Skatus by Barcode FS
Retrieve Patron by Barcode  Fl
Replace Barcode

Record In-House Use Fi

Re-Print Lask Fa

Enter Qffline Interface
Figure 125 Circulation > Capture Holds

The Check In/Process Item window appears with a field (in green) where the barcode will be
scanned in. All of the available (“pulled”) items are captured by scanning in their barcode.

Hold Capture

Enter Barcode: || ‘ Submit Actions for Selected Items
Alert Message Barcode Call Number Checkin Date Location Route To Status Title ]

Figure 126 Trap Holds Window

Hold Capture

Enter Barcode: || ‘ [ Submit ] Actions for Selected Items
31033002105433 Is in fransit.
Alert Message Barcode Call Nurnber Checkin Date Location Route To Stahus Title )

31033002105488 CLARK M (LARGEP. .. B Stacks I transit_ Weep no_more, my la...

When each hold is captured, a printout is generated--either a slip for tha 1y’s hold shelf or
an in transit slip to ship to another branch to be placed on that library’s hold shelf. Both types of
slips may have all the following items.

e Barcode

o Title

e Name of customer who placed the hold

e Phone number of customer
e Email address for customer
e Request date

e Slip date
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e Destination (for in transit slips only)
e Author (for local hold slips only)

The slips are printed as the item is captured and placed in the item. If no slip is generated, staff
will need to check to see what the problem is — e.g., the wrong title was pulled or maybe the
hold was for a different bib record and the item is not recognized.

The item status then automatically changes from “available” to “on holds shelf” if the pickup is
local or “in transit” if it is to be sent to another branch. When the item goes to the local holds
shelf, staff needs to check the slip to see if the customer is to be telephoned or sent an email
message notifying them that the item is available for pickup.

As an alternative to Capture Holds you can use Circulation > Check in items (Figure 127) to
capture holds. The advantage to using this window is that you can turn off automatic printing;
however, you will have to select each time if you want to print or not.

\Hold Capture | 2 Item CheckIn [Tab3 |Tab¢_

CheckIn
Enter Barcode: | Submit Effective Date: | 2909.04-29 Actions for Selected Items
Alert Message Barcode Call Number Checkin Date Location Route To Status Title ]
Print List ] [ Export ] Trim List (20 rows) [] Strict Barcode [_| Don't Alert on Pre- [7] Auto-Print for HoldfjﬂSliy)

Figure 127 Using Check In window to Trap Holds

Receiving In Transit Items

When the item is received at another branch, use Check in from the circulation menu and scan
in all item barcodes. This will change “in transit” holds items to “on holds shelf” status and will
generate a hold shelf slip that is printed out and put in the item before placing on the holds
shelf.

If the customer fails to pick up the hold within the library’s hold policy interval, the item is
purged from the holds shelf and the hold is cancelled.

Browse Holds Shelf

Browsing the Holds Shelf is done by clicking on the Circulation menu and selecting Browse Holds
Shelf.
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Check Out tems
Check In Items

Register Patron

Retrieve Last Patron

Capture Holds
Pull List for Held Requests

owse Holds Shelf

Place Hold

F1
F2
Shift+F1
F8

Shift+F2

F3

Show Item Status by Barcode F5
Retrieve Patron by Barcode  F1

Replace Barcode

Record In-House Use

Re-Print Last
Enter Offline Interface
Figure 128 Access Browse the Holds Shelf

Browsing the holds shelf gives a list of all holds ready for pickup.

Fo

Fa

A screen listing all the holds appears with pertinent information in columns. Columns may be
added or deleted by clicking on the Column Manager icon to the right of the various column
labels. In this example all of the holds in the list are ready for pickup.

ﬁa Edit Search Circulation  Cataloging Admin (=) tl
1 Holds St |
 Holds
DORA - Actions for Selected Holds
Available On | iZapture Dake Current Cope I Last Motify Time Motices | Pickup Libl Request Datsl Status I Title I Type I B
2008-11-24 2008-11-24 876 1] DORA 2008-11-10 Ready for pic... This is Spinal Tap T 1=
2008-11-24 2008-11-24 <870 a DORA 2008-10-30  Ready for pic... Mational Lampoon's Animal ... T
2008-11-14 2008-11-14 €829 [1} DORA 2008-10-30  Ready for pic... Dog basics ! the essential ... T
2003-11-14 2008-11-14 827 a DORA 2003-10-30 Ready for pic... Dog T
2008-10-30 2008-10-30 C896 [1} DORA 2008-10-30  Ready for pic... Evolving bird conservation ... T
2003-10-30 2008-10-30 2945 a DORA 2003-10-30 Ready for pic... & kiss for LitHe Bear T
2003-10-30 2008-10-30 2941 a DORA 2003-10-30 Ready for pic... Litthe Beat's visic T
2003-11-24 2008-11-24 51457 a DORA 20038-11-14 Ready for pic... Equine getiatric medicine a... T
2003-11-25 2008-11-25 c1358 [t} DORA 2008-11-25 Ready for pic.., Crimson joy T
2003-10-30 2008-10-30 <1317 [t} DORA 2008-10-30 Ready for pic.., The portrait T
2008-10-30 2008-10-30 1387 a DORA 2008-10-30 Ready for pic... The importance of being Er... T
Z008-11-25 2008-11-25 Haog a DORA 2008-11-25 Ready for pic... The Godwulf manuscript T
Z008-11-24 2008-11-24 E901 a DORA 2008-11-17 Ready for pic... Horbon hears a Whao! W
Z008-11-17 2008-11-17 2689 a DORA 2008-11-13 Ready for pic... Major vices : abedandbr... T
2008-11-25 2008-11-25 082 1] DORA 2008-11-25 Ready For pic... Motherhood is murder T
2008-11-14 2008-11-14 £849 1] DORA 2008-10-30 Ready for pic... Angels a knitter's dozen T
2008-11-14 2008-11-14 810 1] DORA 2008-10-30 Ready for pic... Garden birds of North Ame... T
2008-11-25 2008-11-25 L2704 a DORA 2008-11-2% Ready for pic... Great danes T
2008-11-24 2008-11-24 875 1] DORA 2008-10-30 Ready for pic... This is Spinal Tap T
2008-11-24 2008-11-24 EFET 1] DORA 2008-11-17 Ready for pic... Rhett Butler's people " b
2008-10-30 2008-10-30 837 a DORA 2008-10-30  Ready for pic... Running free America'swil... T
2008-11-14 2008-11-14 €845 [1} DORA 2008-10-30  Ready for pic... Big book of best-loved quilt... T
2008-11-13 2008-11-13 G910 [1} DORA 2008-11-13  Ready for pic... Wed and buried [electronic... ¥
2008-11-24 2008-11-24 G768 [1} DORA 2008-11-17  Ready for pic... Rhett Butler's people M
2003-10-30 2008-10-30 936 a DORA 2003-10-30 Ready for pic... Litthe bear T
2008-10-30 2008-10-30 799 [1} DORA 2008-10-30  Ready for pic... "D"is for deadbeat : aKins... T
2003-11-13 2008-11-13 2300 a DORA 2003-10-30 Ready for pic... Litthe Lord Fauntleroy T
2008-10-30 2008-10-30 1310 a DORA 2008-10-30 Ready for pic... The immaculate deception T
Z008-11-24 2008-11-24 HO13 a DORA 2008-11-14 Ready for pic.., Follow the roadto good he.., T
2008-10-30 2008-10-30 2801 a DORA 2008-10-30 Ready for pic... Growing up with Winnie th,., T ;I
—

Figure 129 Example Holds Shelf List
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e | )

The Hold Shelf report can be sorted by whatever column is visible by Lopy to Clipboard
clicking on the heading. You can also select a different branch then -:: ::E.ntc::|
the default (branch where the workstation is registered. I .
The print command can be used to print the titles on the hold shelf
list.

The Actions for Selected Holds menu (Figure 130) can be used to

perform any of the listed actions on an individual hold shelf item.

Show Last Few Circulations

Retrieve Patron

Show Netices

Edit Pickup Library
Edit Phene Motification
Set Email Notification

Edit Activation Date

Expired HOldS 1 Activate Hold

Use the Browse Hold Shelf report to manage the Holds shelf L ;ﬂren:l Hold
efficiently. The report can be sorted by capture date. This sorting will PRI

give an accurate record for pulling expired holds (holds whose date Mark Item Missing

has exceeded the library’s hold policy). Available holds that have Find Another Target

been on the Holds shelf for at least seven days will be identified by Cancel Hold

the capture date and those exceeding the date need to be removed Save Columns

from the hold shelf and put back in the collection or routed to the Figure 130 Holds Shelf
next customer hold. Actions for Selected Holds

» For items found on the hold shelf, remove the hold by selecting the item from the
Browse Holds Shelf list. Click on Actions for Selected Holds and click on Remove Hold.
Evergreen will indicate the route path the item requires.

» If the item is not found on the Holds shelf, then it could be that the item is in stacks or
missing. Check the stacks for those items not on the hold shelf to determine if they are
misplaced. When found clear the last hold and check status of the item to determine
where it should be shelved or forwarded for the next customer hold. If they are not
found then they need to be marked as missing (page 128).

As a courtesy to our customers, items that are removed from holds should be noted in the
customer’s record as a customer visible note. In the note field enter the message Unclaimed
Hold, “Title”, “Date”. Where Title and Date are replaced with the item title and the date the item
was pulled (yyyy-mm-dd). Staff should also notify the customer, the next time the customer’s
card is scanned, that their last hold was not picked-up, and then remove the note from the
customer’s record.
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Chapter 6 Item Information and
Maintenance

Overview

Each item in our bibliographic database has a unique identifier, called the item ID. The item ID is
the barcode number located on the item. The item ID is used in addition to the shelving number
(call number) and copy number.

Each item must also be assigned an item type. The item type assigned to each item determines
certain characteristics, such as how the item circulates to different users. The item type also
identifies the item as a member of a specific material type (e.g., BOOK, CD, and
VIDEORECORDING).

In addition, each item must have a home location and a current location. The home location is
the item’s permanent location—where the item is supposed to be when not circulating (e.g.,
ADBOOKCLUB, AUDIO, and LARGEPRINT). The current location shows where the item is as the
result of circulation activity. Evergreen updates the current location when items are checked
out, checked in, put on hold, put in transit, or sent to repair.

For each item, Evergreen tracks the date last charged, the date the item was created, the ID of
the user who last charged out the item, the total number of charges, and the total in-house.
Additionally, Evergreen also keeps track of the item’s hold requests, unpaid bills, return claims,
and material booking requests.

Mark Item Missing

Mark an item missing when you cannot physically locate an item which the Catalog record
indicates should be in its home location. This frequently occurs when you attempt to locate an
item in stacks and it is not found. Also follow this procedure after looking for a customer hold
item for up to three days in a row. After the third try, mark the item missing.

When this feature is used it changes the Current Location to MISSING. This alerts the staff so
time is not spent looking for the missing item.

To mark an item missing
To mark an item missing, start by retrieving the item in the staff client. This can be done from
the Circulation menu > Show Item Status by Barcode.
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® 1: admin@ARL-ATH-.demo.gapines.org

File Edit Search Cataloging Admin (-) Help
1 Patron Search |g Pat| Check Out Items F 5 Editing Related Patron | 6 Item Status |1 Editing Related Patron|
Check In tems F2
Register Patron Shift+F1 Item Status
Retrieve Last Patron F8
Scan [tem
Capture Holds Shift+F2
Barcode: Pull List for Hold Requests d From File Actions for Catalogers  Actions for Selected ftems
Alert Message Browse Holds Shelf Call Number Due Date Location Status Title 8
Place Hold F3
Show Item Status by Barcede F5
Retrieve Patron by Barcode  F1
Replace Barcode
Record In-House Use F&
Re-Print Last
Enter Offline Interface
[ Print ] [ Export ] l Print Export I Trim List (20 rows) [ | Strict Barcode

R <

—_—
S
E: evergreen client

E Word

—_—
" Evergreen Staf...

r T ——
® 1: admin@AR... || % Search: Evergr...

) || (A — o
T evergreen_ind... || G Documentl - .. | € & e 1041 AM

From the Item Status window, enter the barcode for the missing item.
After submitting the barcode, the item will appear below. Select the item and click on Actions for
Selected Items and Mark Item Missing.
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w |- mgrl-ma-demo-circ1@PIED-AUB-isl. demo.gapines.org |
Flz  Edt  Search  Girculation  Cataloging Admin () Help
L Itean Status | 2 8 Record: PINSTOES102

Item Status
J94TBOZZBE530 -
- Scan Item
Barcode: | [ Submi: ] [!.Dloaj EEniEiE Actiors for Catalogers
Alert Messags Barcode Cal humber Due Date Local Stabus | Copy to Chpooard
. ! Add to Tiem Buckst

Showe in Catalog
Show [tem Details
Showe Last Few Circulations

Edlit [eem Attribates

Mark Teem Damaged

Abort Transks

Check In Ttems
Renew ltems

Print Spine Label
Replace Barcods
Save Columns

l Prinit Il Export Jl_PnrtExpo'tJ [¥] Trim List {20 rows) [+ Strict Barcode

evergresn_indiana:
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The Mark Missing message will appear in a dialog box.

* Mark Missing g@@

Mark Missing
Change the status for these items to Missing? Barcodes: 3947802286530

Options

Click OK and the confirmation message will appear.

The page at http://demo.gapines.org says: @

Mark Items Lost and Claims Returned

Use Mark Item Lost if a customer claims he has lost the item. This feature changes an item’s
current location to LOST-CLAIM without discharging it from the customer’s account. Marking an
item lost will automatically bill the customer the replacement cost of the item as determined by
record, and a processing fee as determined by the library local policy. If the replacement cost
field is blank, a default replacement cost as determined by the library is used. If the cost is 0.00,
you can manually add the replacement portion to the bill. This feature will automatically bill the
customer for the material and processing fee. It is good practice to check the customer’s record
and ensure that the bill is applied, and if not, to apply it immediately.
Note: The price of lost items from another SC Lends library will be collected and
transferred back to the home library. However, if lost item fees cannot be
collected, it will be considered a cost of doing business, and no library will be
charged for not being able to collect on an item.
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~ Bills
Amount VYoided
SYSTEM GEMERATED Lost Materials 2009-03-09 15:25
10.55 SYSTEM GEMERATED Lost Materials Pro.. Mo 2009-03-09 15:25
Save Columns ] ’ Copy to Clipboard ] ’ Print Export WYoid selected billings

What happens if an item is returned before the user pays the Lost Item bill?
If the item is returned or found before the user pays the lost item bill, Evergreen displays a
message when you check-in the item, check it out to another user, renew the item, or put the
item in transit.

(@ Override Checkin Failure? (=[=] = ]

Exceptis

COPY_STATUS_LOST
Copy has is marked as lost

Override
{ Force this action? Mo ] ’ Yes ‘

Evergreen clears the item’s LOST-CLAIM or LOSTASSUM location, and removes the lost item bill
from the user record. If you assessed a lost item processing fee at the time the item was
marked Lost, Evergreen automatically removes the bill from the user’s Bill record as well. The
overdue fine for the item is calculated and added to the user record.

- Check In
Enter Barcode: Effective Date: | 2009-03-09 Actions for Selected fterns
33207000822579 is in transit, Transaction for 33207000822579 billable 528,50
Alert Message Barcode Call Murmnber Checkin Date Location Route To Status Title =]
33207000822579 NOMFIC 745,928 BLACK 2009-03-09 Stacks ARL-ATH In transit The book of pressed flowers
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What happens if an item is returned after the user pays the Lost Item bill?

If the item is returned or found after the user pays the lost item bill, Evergreen alerts you that it
cleared the LOST-CLAIM or LOST-ASSUM location. When you see this message, you know that
the item had been marked as Lost, and the lost item bill was paid or waived. You can issue a
refund to the user for the paid lost item bill - less the reprocessing fee - as long as the customer
can produce a copy of the original Library bill receipt dated within one year of the return.

What is the difference between Claims Lost and Assumed Lost?

Claims Lost means that a staff member manually marked an item as Lost. Assumed Lost means
that the Assumed Lost report automatically marked an item as Lost 30 days after the due date.
Iltems in this category do not display as current checkouts but are inactive checkouts, as they
had been changed to LOST-ASSUM status. LOST-ASSUM, automatically bills customers for items
they have not returned after 1 month.

Items that are overdue for a specified period can also be marked LOST-ASSUM. This functions in
a similar way to LOST-CLAIM, but does not require that each item be marked manually.

To mark an item lost

To mark items as Lost or Claimed Returned, retrieve customer record.

Click Items Out.

Refresh Check Out |@i=ubRelils Holds ‘ Bills ‘ Edit ‘ Info ‘ Exit

Select appropriate item.

Click on Actions for Selected Items and choose relevant action from drop down menu.

Ttems Out

Actions for Selected Items

Barcode Checkout Lib Circ Lib Due Date Fines Stopped Remaining Renewals Title Copy to Clipboard
30375001246090  ARL-ATH Add to Itern Bucket

Stitches
Show in Catalog
Show Itern Details

Show Last Few Circulations
EdtBTeDrate
Mark Lost (by Patron)
Renew
Renew All
Show Non-Cataloged Circulations in List Above [ CheckIn
Add Billing

Lost / Claimed Returned / Long Overdue Save Columns

Click Refresh to update record immediately. The lost item now displays in the Lost/Claimed
Returned/Long Overdue field.
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Lost / Claimed Returned / Long Overdue / Has Unpaid Billings

Actions for Selected Items

Barcode Checkin Date Checkeout Lib Circ Lib Fines Stopped Title
33207000822579 BROOQK-HQ ARL-ATH LOST The book of pressed flowers

Figure 131 Lost, Claims Returned, Long Overdue Pane

Claims Returned
Occasionally a customer will believe that an item has been returned or that they never
borrowed the item. Definitions:
Claims Returned is an item status indicating that a customer borrowed the material but believes
they have already returned the item to the library. This is discovered when the customer
realizes that Evergreen is showing that the item has not been returned.
Claims Never Had is when a customer does not believe they ever borrowed the Item. This is
most frequently discovered when the customer realizes that Evergreen is showing a checked out
item that was not borrowed by the customer.
When a customer reports that they have returned an item that Evergreen shows has not been
returned; the Library staff will go with the customer to the shelves to see if the item is on the
shelf by checking for a matching item ID.
Item is on the shelf - The most common resolution is that the item is found. Staff will
discharge the item on the date due so no fines will be charged.
Possible reasons for this condition include the item was not properly discharged but instead
was simply shelved, or the customer returned the item to the shelf themselves.
Item not on the shelf - If the item is not found on the shelf, encourage the customer to
perform one more checks: at home, under the car seat, under the bed, etc. just to
double check. Encourage the customer to call the staff person they talked to in order to
report their results. This will allow the same staff some level of continuity with the
customer in resolving their missing material.
Customer had the Item - If the item is found by the customer, they are liable for the
fines due. The system stops accruing overdue fines on an item once the $10.00
maximum is reached.
Customer did not have the Item — Enter a Claims return- If the item is not found by the
customer and not found by the library, a Claims Returned for the item should be
entered into Evergreen using the Claims Return feature. Evergreen will automatically
increment the Claims Returned counter in the customer’s record. The next time (and
every time thereafter) you scan the customer’s card Evergreen will display an
information-only message indicating a Claims Return for this customer.
Claims Returned status on items means that no overdue fines will accrue and the customer
will not be charged for replacement of the item.
The date entered for a Claimed Returned sets the fine. If the date given for the Claimed Return is
past, you need to manually adjust the bill.

Marking an item as Claimed Returned does not eliminate the accrued fines. To mark an
item Claimed Returned, retrieve customer record; select Iltems Out > Actions for
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Selected Items, and choose Mark Claimed Returned from drop down menu (Figure 132).

~ Items Qut

31052005010883  MGRL-RO SWGRL-DEC 2009-03-13

Checkout Lib Circ Lib Due Date Fines Stopped Remaining Renewals Title

Actions for Selected rems

Copy to Clipboard
Add to Item Bucket
Show in Catalog
Show Item Details

Show Last Few Circulations

Edit Due Date
Mark Lost (by Patron)

Renew
Renew All
CheckIn
Add Billing

Save Columns

’ Show Non-Cataloged Circulations in List Above

Figure 132 Mark Item Claims Return

‘}The page at http://demo.gapines.org says:

Print Receipt] ’ Export ]q‘

| ok || Ccancel

,2::_/, Enter a claimed returned date for these items: 3320700069594 2

Enter return date and click OK.

The page at http://demo.gapines.org says:

0 D}ter a claimed returned date for these items: 33207000695942

L

2009-03-12|

| ok || Cancel |

The lost item now displays in the Lost/Claimed Returned/Long Overdue Pane (Figure 131).

Delete Title, Call Numbers, or Items

This Evergreen lets you completely remove a title, call numbers, or items from the system.
When deleting item records, it is extremely important to use caution. Be sure to double check

the item number before deletion to avoid having to redo your work.
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Begin by conducting a Catalog search for the item using either search by Barcode (if available) or
search by title.

Using a search by title result as an example (displayed in Figure 134) Click on the desired title.
W Place Hold

Law, church, and society essays in honor of Stephan Kuttner
Kuttner, Stephan

| 1977 University of Pennsylvania Press | print xii, 340 p. : port. ; 24 cm. 0/0 o/0 o/o
wr Place Hold
Die : rich : making it, keeping it, and passing it along under th...
Plotnick, Charles. ‘ . .
| €1983 Coward-McCann | print 352 p. ; 24 cm o/o o/0 o/o
W Place Hold
Max Beckmann
Lackner, Stephan ‘ ) )
| 1991 H. N. Abrame | print 126 p. : ill. ; 31 cm o/o o/0 oro
W Flace Hold
m=mm Closing technigues : that really work!
Q.l,g‘a'l‘l‘ﬁ Schiffman, Stephan. . , .
| €1994 Bob Adams | print 153 p. ; 22 cm. 0/0 o/0 o/o
wr Place Hold
- Pourraiz-tu arréter Jozéphine?
Poulin, Stéphane .
| €1988 Livres Toundra | print [24] p. : ill. (some col ) ; 22 x 26 cm o/o o/0 o/o
W Place Hold
George Wallace American populist
Lezher, Stephan. ‘ . .
| c1994 Addizon-Wesley | print o, 587 p. 1 il ; 24 cm. 0/0 0/o 11
W Flace Hold
As for the princess? a folktale from Quebec
Jorisch, Stéphane. ‘ . .
| €2001 Annick Press | print [32] p. : col. ill. ; 30 cm. o/o 0/0 1
wr Place Hold
Results 21 - 30 of about 60 (page 3 of 5) Start u »

Figure 134 Catalog Search Result

This example selected the title “George Wallace American Actions for this Record

populist” Evergreen displays the Record Summary window

OPAC View
(Figure 135). when working with a bibliographic record, you will MARC View
see a brief record summary at the top of the screen, regardless MARC Edit

of the view you are using. It lists the title and author of the book.
v

If there is no 1xx line on the MARC record, the first 7xx line will iew Halds

be displayed as the author. The Title Control Number (TCN), Add to Bucket

edition statement, if any, and publication date are also Mark for Overlay
displayed. The record summary indicates who created the Delete Record
record, who last edited it, and the date of the last edit. The Undelete Record

branches where the creators and editors work will be listed in
parentheses, and then their user name or barcode, if they have
no user name.

After searching for a title, you can view holdings for specific

Duplicate in Mew Tab

Remove this Frame

Set bottom interface as Default
Reset Display

libraries by clicking on Actions for this Record in the upper right Figure 133 Actions for this

on the OPAC view of the record. A drop-down menu will appear  Record Drop Down List

(Figure 133). From the list, select Holdings Maintenance. The Holdings Maintenance window will
appear. This is the view that is used when working with local holdings, so you are likely to
frequently use this view. This screen displays the holdings information for your library and
allows you to add, delete and edit holdings as needed.

Below the Record Summary, is the Holdings Maintenance pane. Note the various levels of
information displayed. The Holdings Maintenance window shows a hierarchy of holdings. The
first level is the Consortium (SL Lends) union catalog. Beneath it is the library system, which will
have one or more libraries attached (Figure 136). Then the Volume/Call Number line or lines
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display, and finally the item line(s). In order to display all the lines, you may have to click the
small boxes with plus
signs next to the various lines to display hidden information. If you click the box and nothing
displays, there are no holdings on this record at your library. To prevent having to open the
boxes each time you view the Holdings Maintenance window, make sure you have green check
marks in the boxes next to Show Volumes and Show Items, circled in Figure 136. These will
remain checked or unchecked until you change them.

Record Summary

Title: George Wallace American populist
Author: Lesher, Stephan.

TCN: (OCLC) oer29387254

Created By: (PINES) 101010101010101

Record 9 of 30

Edition:

Last Edited By: (PINES) 101010101010101

Wiew MARC
Pub Date: c1994
Last Edited On: 01/30/08

[ st | [ Previous | [ Mex | [ End Actions for this Record
Go Forward Debug [ print page
Text Size Fiegular  Large
Al
A
EVEREGREEN authorstephan Gol Keyword [=] | Al Formats [=] | Everywhere =
Brooks County Public Library Headquarters
Home
Advanced Search [P OFED Sar =8 2= B
Record S
Wy Account ecord Summary Place Hold | More Actions [~]
v oed in a5 ad Title George Wallacs American populist
ou are foggediin as admin Auther Lesher, Stephan
My Title Results ISBN 0201622106
My Title Details Edition
. Publication Date <1004
2 Relevant Subjects Publisher Addison-Wesley
Politics. Physical Description printxx, 587 p.: ill. ; 24 cm.
Governors Format WP text
| Alabama Abstract
allace, George C. (George Corley)
0 wallace, C.G Corley)
1918-
CopySummary | ShelfBronser | Reviews | MARCRecord
View copy information for all libraries
[Ubrary— [calinumber [Actions  [Available  [Checked out [in process Reshelving On holds shelf On order

* There are no copies in this location

Figure 135 Records Summary

Beneath each library is the listing of all of the copies of the title owned by the library.
Horizontally the item number is listed first, followed by the call number, the name of the
circulating library, the due date if the copy is checked out, the location where the copy is stored,
the owning library and the status.
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Tabl|Tab2|Tab3|Tab4|Tab5 | 6 Bib Record: 0cm29387254 | Tab 7| Tab &9 ltem Status

Record Summary
Title: George Wallace American populist (View MARC)
Author: Lesher, Stephan. Edition: Pub Date: c1994

TCN: (OCLC) 0em29387254

Created By: (PINES) 101010101010101

Record 9 of 30 [ Start

| [eroows | [ et | [ Ea |

Last Edited By: (PINES) 101010101010101

Last Edited On: 01/30/08

Actions for this Record

Coj - + 1

Actions for Selected Rows

i @intenance’
T erooicHg Brooks County PubliLibrary Headquarters =
< [ ShowVolumes [ Show kems efresh Show Libs With tems
\%Mmes Copies Call Number Cire Lib
= PII T m

[=-BROOK : Brooks County Pub...

ya

Due Date Location

= BROOK-HQ : Brooks Cou... 0 0=
[=-ARL ; Athens Regional Librar...
B ARL-ATH : Athens-Clarke... 1 1=
BIO WALLACE

. =1BIO WALLACE 1
! +31001000279449

BIO WALLACE ARL-ATH

ARL-BKM : Bookmobile 0 <0>
ARL-BOG : Bogart Library 0 <0»
ARL-DAN: Danielsville/... 0 <0
ARL-EAST : East Athens C... 0 <0»
ARL-ENSAT : Sandy Cree... 0 <0
ARL-LAV : Lavonia Came... 0 <0>
ARL-LAY : Lay Park Com... 0 <0
ARL-LEX: Lexington/Ogl... 0 <0>
ARL-LYNDON : Lynden .. 0 <0>
ARL-PWOODS : Pinewoo... 0 <0>
ARL-ROY : Royston Library 0 <0»
ARL-WAT : Watkinsville/... 0 <0
ARL-WINT : Winterville Li... 0 <0»

Figure 136 Holdings Maintenance Window
Note--Another way to view the holdings of other libraries is to click
the Show Libs with Items (Alt + L) button, circled below. All of the
libraries with holdings on this record will show in the display screen
below your library. To change the screen back to displaying your
holdings only, simply click the Refresh button, next to the Show Libs
with Items button.
To set the Holdings Maintenance screen as your default view, go to
Actions for this Record and choose Set bottom interface as default
(Figure 137). The next time you click on a record title it will take you
directly to this screen instead of the OPAC view. You can also

Owning Lib

ARL-ATH

Status ®

D

Available

Actions for this Record

OPAC View
MARC View
MARC Edit
Holdings Maintenance
View Holds

Add to Bucket
Mark for Overlay
Delete Record
Undelete Record

Duplicate in New Tab
Remaove this Frame

change your view to MARC view, MARC edit, or back to OPAC view ([ >beem mefrcesspeit ™,

as needed, and you can reset your default view any time.
While at the holdings maintenance window of the record from which

——ResetDisplay
Figure 137 Setting the
default view

you want to delete an item, click on the appropriate item row to highlight it. Click on Actions for

Selected Rows and select Delete Items (Figure 138).

Holdings Maintenance
BROOK-HQ

Brooks County PubligBrary Headquarters [=]
[7] Show Volumes ] Showltems \_Refresh Show Libs With ltems

Consortial Total: 1 Available: 1
Actions for Selected Rows

Volumes s _Call Number Circ Lib

Location/Barcode Due Date Location
(= PINES : PINES Consortium

=-BROOK: Brooks County Pub...

[ BROOK-HQ : Brocks Cou... 0 <0>
EFARL : Athens Regional Librar...
énRLVATH : Athens-Clarke... 1 <1x
' BIO WALLACE

. =1-BIO WALLACE 1
1 21001000279449

BIO WALLACE ARL-ATH

ARL-BKM : Bookmobile 0 <0>
ARL-BOG : Bogart Library 0 <0>
ARL-DAN: Danielsville/.. 0 <0»
ARL-EAST: East Athens C... 0 <0>
ARL-ENSAT : Sandly Cree... 0 <0>
ARL-LAV: Lavonia Carne... 0 <0>
ARL-LAY: Lay Park Com... 0 <0>
ARL-LEX: Laxington/Ogl.. 0 «0>
ARL-LYNDON: Lyndon ... 0 <0>
ARL-PWOODS : Pinewoo... 0 <0>
ARL-ROY : Royston Library 0 <0»
ARL-WAT : Watkinsville/... 0 <0>
ARL-WINT : WintervilleLi... 0 <0>

Figure 138 Delete Items Action

Owning

ARL-ATH

Copy to Clipboard
Add Ttems to Buckets
Show Item Details

Show Last Few Circulations

Edit ltem Attributes

Transter kems to Previously Marked Volume

Add Volumes

Mark Library as Volume Transfer Destination

Add Hems
Edit Volumes
Mark Volume as Item Transfer Destination

Transfer Volumes to Previously Marked Library

Delete Volumes

Mark ltem Damaged
Mark ltem Missing

Print Item Spine Labels
Replace Barcode

Save Columns

Refresh Listing
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You will get a prompt asking “Are you sure you would like to delete this one item? Click on
Delete. You will get a message saying “Action complete”. Click on OK. You will be returned to the
holdings screen. The volume and item should be gone.

Multiple items can be deleted by highlighting the first item, holding down the control key, and
highlighting the other items to be deleted. Click on Actions for Selected Rows, and then click on
Delete Items. A prompt appears asking if you want to delete the three items. Click on Delete.
Click on OK.

Mark Items Used

The Mark Item Used feature lets you track usage for items that were used in the library but not
checked out by a customer.
To record in-house use, select Circulation > Record-In House Use or press F6.

Check Qut ltems F1
CheckIn Items F2
Register Patron Shift+F1
Retrieve Last Patron F&
Capture Holds Shift+F2

Pull List fer Hold Requests
Browse Holds Shelf
Place Hold F3

Show Item Status by Barcode FS
Retrieve Patron by Barcode  FL

Record In-House Use Fa I
—
Re-Print Last Fa

Enter Offline Interface

Enter number of uses, scan barcode and click Submit.

Record In-House Use

In-House Use

# of ses: [ Barcode: [ ] | 3056005334458 Submit

Lag”
|#W Barcode Call Number Location I

To record In-House Use of non-catalogued items choose appropriate item from the drop down
menu in Barcode field and click Submit.
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|
In-House Use
#of uses: |1 URRLS : Audio Book

# of Uses Eirceda- -

URRLS : Rudic Book
TURELS : Computer
URRLS : Egquipment

URRLS : Microform
URRLS : Reference
URRLS : Videco

PINES : BRP-Enitting

Change Item Barcode

To replace an item barcode click on circulation > replace barcode.
A dialog box appears.
i

“Re place Barcode |_

)_1’] Enter criginal barcode for the iterm:

| ok || Cancel

b A

Scan or key in the original barcode and click on OK.
Another dialog box replaces the first. This is where you will enter the new barcode and click on
OK.

|'1

'\\IRE place Barcode |i

)_?-‘-’] Enter the replacement barcode for the copy:

0530004379459

| ok || Cancel

The dialog box closes but there is no confirmation message. The only time you receive a
message, at this point, is in the event Evergreen is unable to replace the barcode.

Editing item attributes

To edit an item record retrieve record by scanning under Search for copies by Barcode, as
described above, or by viewing item within a customer’s record.
Once item is displayed, highlight it and select Actions for Selected Items >Edit Item Attributes.
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il Actions for Selected ltems

Copy to Clipboard
Add to tem Bucket
Show in Catalog
Show Item Details

’Sh/o_‘i“'_L”—"' Eew Circulations

Edit ftem Attributes I
le
?aﬂﬂ'ﬁam Damaged

Mark Item Missing

Abort Transits

Check In Items

Renew Items

Print Spine Label

Replace Barcode

Save Celumns

The item record is displayed.

Copies - o = |
Copy Editor
- test mag - Apply l Delete l Import I Export l Save l Reset
Identification || locaon@ ||| Girculation@ Misc @[ swtstew  *
Status Shelving Location Circulate? Alert Message Library Filter
[Ava\lable 1 copy {Adult 1 copy {Ves 1 copy { <Unset> 1 :opy_] PINES : Exam Proctor
<Unset> 1 copy
Barcode Circulation Library Holdable? Deposit?
[3535301211375 1 copy { URRLS-PU 1 copy {Ves 1 copy { Mo 1 copy PINES : Gift
<Unset> 1 copy
Creation Date Owning Lib : Call Number Age Protection Deposit Amount
[znnﬁ-m-zs 1 copy { URRLS-PU: JSEW 1 copy] { <Unset> 1 copy {u.uu 1 copy] PINES : Headphones
<Unset> 1 copy
Creator Copy Number Loan Duration Price
[ admin 1 copy {1 1 copy { Short 1 copy {15.00 1 copy PINES : test
<Unset> 1 copy
Last Edit Date Fine Level OPAC Visible?
2006-04-28 1 copy { Low 1 copy {vEs 1 :o;]
Last Editor Circulate as Type Reference?
admin 1 copy { <Unset> 1 :o;] { Mo 1 copy
Circulation Modifier
<Unset> 1 copy
« m v
[ Copy Notes | [ Modify Copies | [ Close |

Make any required changes and click Apply within individual attribute fields as you edit each
field. In this example, the Circulation Modifier attribute is being changed.

Circulation Modifier

| book Izl

[ &pply ] ’ Cancel ]
L=

b

Once all editing is complete, click Modify Copies.
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m test mag El Apply Delete Import Export Save
T T T Z @ )| Swwusy
Status Shelving Location Circulate? Alert Message Library Filter
{A\ra\lable 1 copy {Adult 1 copy {VES 1 copy { <Unset> 1 :opﬂ PINES : Exam P
<Unset>
Barcode Circulation Library Holdable? Deposit?
{36353022118?6 1 copy { URRLS-PU 1 copy {VES 1 copy { No 1 copy PINES : Gift —
<Unset>
Creation Date Owning Lib : Call Number Age Protection Deposit Amount
{2006704—28 1 copy { URRLS-PU: JSEW 1 copy ] { <Unset> 1 copy {U.UU 1 :opy} PINES : Headpl
<Unset>
Creator Copy Number Loan Duration Price
{ admin 1 copy {1 1 copy { Short 1 copy {16.00 1 copy PINES : test — =
<Unset>
Last Edit Date Fine Level OPAC Visible?
2007-12-19 1 copy { Low 1 copy {VE; 1 :oﬂ
Last Editor Circulate as Type Reference?
urrls-pu-demo-admin 1 copy Lenguage 1 copy No 1 copy
material
Circulation Modifier
book 1 copy L4
< I ] r
[ copy Notes (L%om@ Copies ) [ Close
=

Click OK.

The page at http://demeo.gapines.org says:

X

Items added/modified.

AN

QK

by

Viewing past circulations

To view past circulations, either go to Item Status a

s described above, or select item from within

a customer record, and select Actions for Selected Items > Show Last Few Circulations.

L, . . . o
The item’s recent circulation history is displayed. (You can look up the last borrower.)
T IE=x — Pz
Record Summary a
Title: Horse View MARC
Author: Clutton-Brock, Juliet. Edition: Pub Date: 2000 E
TON: 0530 Created By: (PINES) Last Edited By: (PINES) Last Edited On:
il 0789457725 101010101010101 101010101010101 04,2806 -
Item Summary
Alert Message Barcode Call Number Circ Lib Location Qwning Lib Status. Total Circs [}
3105600533... 16361 CLU URRLS-PU  Adult URRLS-PU Checked ... 1

[ Atternate View | [ save Columns | [ Copy to Clipboard | [ Brint Export

Last Few Circulations

Dineen, Shannon Marie : 06201960

Check Out Time 2007-12-1914:15
Check Qutlib  URRLS-PU

Due Date 2008-01-02 Stop Fines Time  2007-12-1503:0

Renewal No

Circ 33668 | pgd Billing

I In Time
Stop Fines Reason CLAIMSRETURNED  Check In Lib

[ Retrieve Last Patron | [ Retrieve All These Patrons |

Done

If the item was returned damaged, lost, etc., staff c

an retrieve the last customer to circulate the

item and add a bill by clicking on the Add Billing command.
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* Bill Patron Wizard
Snuth, Jerenuah : 123456

Went on a great adventure

Summary

Bill # 1392 Total Billed Title

Type circulation Total Paid Checked Dut 2008-08-28
Start 2008-08-28T10:05:49 Balance Owed Due Date 2008-09-11
Finish Renewal? Checked In

Create Bill

Location ‘

Transaction Type ‘

Biling Type ‘ Damaged material v ‘
Amount ‘ 16,54 ‘
Rote

Boak was left in the rain.]

Submit this Eill
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Chapter 7 Special Circulation
Functions

Overview

In this section, we will cover the following topics:

VV VY

Catalog Searches

Check in serials (future feature)
Circulation Reports

Check-out impermanent materials such as forms, paperback novels, etc.

Catalog Searches

Search the catalog by selecting Search > the Catalog in the Evergreen menu or pressing F3 on
the keyboard. The search page opens in the current tab. This is the default search page, which is
the same as the Advanced Search page viewable to customers using the OPAC. In the left frame
below the logo, the Advanced Search page displays the user name of the person now logged
into the Staff Client. In the sample page the user is admin.

1 Catalog

Home

Advanced Search
Wty Account

You are logged in as admin

Quick Search

ISBM h
Subrnit

MARC Expert Search

Tag: Subfield:
Value:

Add Row  Subrmit

Search Input
Kewword ™| |Contains ™~ |
Kewword | |Contains ¥
Kevword | |Containg

[ Reset Form ] [ Add Search Row ] [ Submit Search ]

Sort Criteria Search Library
Relevance v Crawford County Public Library
Everywhers v
Group Formats and Editions [ Limit to Available [J

Submit Search

lterm Form

ltern Type
Advanced

LiteraryForm
Advanced

Language

Audience

Advanced

Shelving
Location

Print Page

Text Size: Regular / Large

Search Filters

Eraille %
Electronic

Large print v
Books ~
Audiohooks

Yideo Recordings v
MNan Fiction

Fiction

English ~
Spanish

French v
Aclult

Juvenile

General

Stacks 2y
Storage

Cn Display v

Basic Catalog (HTML only) | Find a Library Near Me | Help | About PINES | GALILEO

Copyright © 2006-2008 Georgia Public Library Service

Powered by :v:
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Alternate Searches

On the left, there are other options for searching: Home, Quick Search and MARC Expert
Search. Searches with Quick Search and MARC Expert Search are independent of the searches
included in the main search fields (Search Input and Search Filters) and vice versa.

Quick Search

Quick Search allows you to search by ISBN, ISSN, Call number, LCCN, TCN (system control
number), or Item Barcode. Simply select the type from the drop-down menu, enter the full or
partial number, and select Submit to perform the search.

Cuick Search

b= ]
1SS i1bmit
Call Mumber
TLCCH

TCM (pert Search

e Barcod - [

MARC Expert Search

MARC Expert Search allows you to search using MARC field tag number and subfield value
(alphabetic or numeric), and the information/value contained in the subfield (e.g., Rowling for
field 100, subfield a) (subfield is optional) and clicking on the Submit button. You may also
search by additional fields (combined with and) by selecting Add Row.

MARC Expert Search

Tag: 100 Subfield:  a
Yalue:  |rowling

Add Fow  Submit

It is also possible to do a combined Quick Search and a MARC Expert Search.

Home Search
Basic catalog searching is initiated by clicking on the Home command link at the top left of the
search screen.
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A
EVE Ré(((c REEN

Mowy Searching Crawford County Public Librany

Kenmward [ All Formats A

Advanced Search  Choose a library to search Wy Account

A basic search, whether initiated from the Basic Search window or the Advanced window, in
Evergreen results in a list of “hits” or search results. These hits appear, by default, in order of
“relevancy”. That is, the titles that are supposed to be the closest match to your search strategy
should appear first in the list, then in decreasing order of relevancy.
For example, a search on keywords “king shining” should result in a list of titles of which would
include “The Shining” by Stephen King. But what if you want a sorted by title list? This is where
the Advanced search comes in to use. Enter your search input as author contains Isaac Asimov.
Look down to Sort Criteria. Change Relevance to Title. You probably want to leave it in
ascending (A-Z) order, but you could reverse it if you wanted to, to have Z-A order. Submit your
search, and you should end up with a list of titles by Isaac Asimov, in title order.
Now what if you want a list of books about Microsoft Office, but you want the newest books listed first. OK,
in Advanced Search again, enter your search input as keyword contains Microsoft Office. Using the Search
Filters you can click to limit your search type to Books, to block out any other formats in your hit list. Under
Sort Criteria, change Relevance to Publication Date. Here you do want to change the order to Descending
(z-A), so that you get the newest books first. You should get a list of books that have something to do with
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Microsoft Office, with the newest titles listed first.

Search Input

Search Filters

Kewword ¥ | Contains ™| |microsoft office Braille Ay
: lterm Form  |Electronic
Kewword  ¥| |Contains ¥ Large print =
Kewword  ¥| |Containg ¥ ltemn Type [
: Advanced Audiobooks
[ Feset Farm ] [ Add Search Row ] [ Submit Search ] —————— |¥ideo Recordings s
LiteraryForm | Mon Fiction
Fiction
Advanced
English =
Language | Spanish
French v
Sort Criteria Search Library Audience ’jif;tn”e
o Advanced | ;o oial
Publication date v Crawford County Public Library -
DescendingZ o > Everywhers Shelving gacks £
. orage
Group Formats and Editions [J Limit to Available [ Location On Display

Submit Search

Your search results depend on how the title was cataloged; if there is no date in the
bibliographic (MARC) record, it cannot be sorted by date. Titles with no date in the MARC record
appear FIRST in a Publication Date-sorted hit list. If you have questions about why a particular
title appears in what seems to be the wrong place in a sorted list, take a look at the MARC
record. You may find your answer there!

Another helpful tip: If you just want the author's latest work and don't want to scroll through all
those undated records, enter the author's name and 2008 (or 2009) in the keyword search.
Remember that your Advanced Search can also be sorted by Author. Other search filters can be
applied in the Advanced Search as well. Keep in mind that these, too, are dependent upon
accurate and complete cataloging to work correctly.

The following are some important facts to remember when searching the catalog:

> All search terms are joined by default. e.g., a search for Harry Potter is seen by the
search engine as Harry and Potter.

> Leave a space between initials (e.g., use j k rowling not jk rowling); periods are optional.
Also the order last name first or first name last name should not matter (e.g., king
stephen or stephen king are both acceptable); a comma to set off last name from first is
optional.

> Boolean operators such as and, or, not are searched for regularly, and are not
considered special.

» Phrase searching is accomplished by using quotation marks to enclose the phrase. For
example “harry potter”. By insisting on phrase search you might be missing good results
accidentally. For example, a search for “Alexander Bell” (with quotes) will miss the
material that refers to Alexander G. Bell.

> Attaching a minus sign immediately before a word indicates that you do not want
matches that contain this word to appear in your results. The minus sign should appear
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immediately before the word and should be preceded with a space. For example, in the
query .45-caliber, the minus sign is used as a hyphen and will not be interpreted as an
exclusion symbol; whereas the query .45-caliber —fury will search for the words “.45-
caliber” but exclude references to fury. You can exclude as many words as you want by
using the - sign in front of all of them, for example [caliber —fury -manhunt].

» By default, search terms are stemmed. So, for example, a search for dogs will also return
hits with the word dog.

» The *, or wildcard, is a little-known feature that can be very powerful. If you include *
within a query, evergreen treats the star as a placeholder for any unknown term(s) and
then find the best matches. For example, the search harry * will give you results about
material with harry in the title.

» + Term: By attaching a + immediately before a word (remember, don't add a space after
the +), you are telling Evergreen to match that word and exclude others. For example
harry * returned 2600 hits, harry * +rowling only returned material by rowling that
included harry (plus string).

Advanced Search Details

In the center of the screen are 3 lines of default search boxes, which have 3 search elements. In

the first box to the left, the search can be limited to Keyword (default), Title, Author, Subject, KEVWOICI

or Series. Keyword searches will pick up just about everything in the record, and are broader B\ A

searches than are Title, Author, Subject or Series searches where searching is limited to the Title

single, selected field. Author
Subject
Seres

Search Input Search Filters

Kewword %] |Contains ¥ | Braille

ltermn Form  |Electronic
Kewword | [Contains % Large prirt

Kewword | |Confains ¥ ftorn Type | Books

Audiohooks
[ Feset Farm ] [ Add Search Row ] [ Submit Search ] Advanced “ideo Fecordings

LiteraryForm E_;UHC“D“
Advanced |""""

English
Language |Spanish
French

Sort Criteria Search Library Audience | Adul

o Advanced |lvenie
Relevance v Crawford County Public Library
Stacks

) Storage
Group Formats and Editions [J Limit to Available [ Location On Display

Ewvenmwhere v Shehing

Submit Search

The middle box allows you also choose whether your search term(s) can be limited to Contains
i.e., contained within the fields searched (default), Does not contain i.e., excluded from the
fields searched, or Matches Exactly i.e., included as written exactly within the fields searched. If
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you type in a single word title and choose “Matches Exactly”, the results list will contain many
multi-word titles which contain your search term. The specified search term should be listed
first in the relevance sort.

Contains
Does not contain
hatches Exactly

The quotation marks (" ") used in phrase searching force the search engine to look for the words
in a phrase together and in the original order. If you put words in quotes, the search engine will
not search for other forms of these words.

Beneath the Search Input boxes are three buttons. The first is Add Search Row. Clicking on this
button will create an additional search row. Clicking on the third button, Submit Search will
enter the search. Clicking on the middle button, Clear Search Rows, will clear all the search
criteria added. Notice that clicking on the X to the right of each row will remove that row from
the screen. Be sure to use the Submit Search button to enter the search.

sort Criteria Search Library
Felevance v Crawford County Public Library
Ewverswhere W
roup Formats and Editions [ Limit to Available [

Beneath the Search Input box are sections for Sort Criteria and Search Library. _ :
Both have drop-down menus. Relevance v
Sort Criteria enables the user to sort the search results by Relevance (most to Felevance
least relevant) (default), Title, Author, or Publication date. Title or Author Title
searches can also be sorted Ascending A to Z or Descending Z to A. Author

- - Fublication date

Title

AscendinglAt0Z 1

Ascending f Ato £

Descending / 210 A Below the Sort Criteria is the option to

Group Formats and Editions. Selecting this option (click on the checkbox), groups together all
search results that meet the search criteria without regard for an item's form, type or edition.
This grouping produces results that would, for example, display all items--books, video
recordings, audio books, etc.--with the title, Last of the Mohicans, found in the SC Lends system,
a regional library, or a specific library.
The Search Library section allows the user to specify which library/libraries will be searched.
Selecting "Choose a Different Library. . ." reveals a list of SC Lends libraries organized by regional
affiliation. Each regional library is represented by a folder; click on a folder to display the
libraries and branches associated with a specific regional library. This option allows you to
search a regional system other or a specific library or branch within SC Lends, including those in
Beaufort Library System.
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‘Everswhere | w

This Branch
Local Library Swsterm

Choose a different library...
The user can also click on the box labeled Limit to Available to limit the search only to those
copies that are available for checkout.

Search Results Screen

Searching the Evergreen catalog produces a list of results similar to that shown below. The Title
Details view shows title and author information, as well as icons that indicate the format in
which the title is available.

Clicking on the title reveals the Record Summary for that title. In a pane at the top of the page,
the Record Summary (see below) provides information about the title, such as its TCN,
publication date, and the date on which the record was last edited.

Record Summary ol
Title: Harry Potter and the chamber of secrets (Wiew MARC)
Author: Rowling, 1. K. Edition: Special edition, Pub Date: p1992
TCN: (OCLC) 0cm51327338  Created By: (PINES) 101010101010101  Last Edited By: (PINES) 101010101010101  Last Edited On: 01/30/08 2
Actions For this Record
Two sets of navigation aids (Start, Previous or <<, Next or >>, and End) allow you to advance
through the titles associated with the Record Summary.
Actions for this Record
The pull-down menu labeled Actions for this Record offers access to a number of functions
related to bibliographic records. OPAC Yiew
*  OPAC View — Switches to the OPAC view. You can switch back to the MARC Yiew
OPAC View by selecting this option if you are currently viewing one of MARC Eu:lit
the other items below. Holdings Maintenance
*  MARC View — Shows the MARC record for the item. view Holds

*  MARC Edit — Shows the MARC Editor for making changes to the MARC

record. Do not use this option! It is for catalogers only!

Holdings Maintenance — Shows the Holdings Maintenance view for the
record. Do not use this option! It is for catalogers only!

View Holds — Shows the holds for the record. See the Holds Instruction
sheet for more information.

Add to Bucket — Click on this to add the title to a bucket for sharing or
more processing. You will be prompted to select the bucket from a list
created under your logon, or to create a new bucket. You may view and
edit your buckets by clicking on the “Edit” Function on the toolbar and
selecting “Record Buckets.”

Mark for Overlay — Do not use this option! It is for catalogers only!

Add ko Bucket
Mark. For Crverlay
Delete Record

Undelete Record

Duplicate in Mew Tab

Femove this Frame

Set bottom interface as Defaulk

Reset Display

Duplicate in New Tab — Opens the record (in its default view) in a new tab. Do not use

this option! It is for catalogers only!

Remove this Frame — Removes the top information frame and shows only the bottom
view. NOTE: If you remove the top frame, you remove the “Actions for this Record”
button, so there is no way to get it back again. This only applies to a particular record, so
you must go to another record and use the “Actions for this Record” menu and choose
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“Reset Display” to get it back.
* Set bottom interface as default —You can choose which view should be the default view
for records: OPAC, MARC, MARC Editor, Holdings Maintenance, or Holds. Set the current
view to whichever you prefer, then select Set bottom interface as default. Then, when
you open item records, the display will use that view.
* Reset Display — Restores the system defaults, removing preferences you have chosen
using the options above.

Title Details

Included on the same Evergreen Client screen as the Record Summary is Title Details (see
below), which provides specific information about the items associated with this record.

That information may include:

o title
e author
* ISBN
» edition

* publication date

* publisher

* physical description

» format (shown as an icon and a one- or two-word identifier)

e call number

* Indication of availability (available, checked out, in transit, etc.)
* links to other information, including reviews and tables of contents as displayed in the
Staff Client, Title Details will initially show only copy

* Information for the library at which the client is being used. To view copy
* Information for all libraries click on “View copy information for all libraries.”
Start == >> End

Result 7 of 45
Record Summary
Title
Author
ISBMN
Edition
Publication Date
Publisher
Physical Description
Format

Abstract

Harry Potter and the chamber of secrets
Rowling, J. K.

Special edition.

p1999

Recorded Books

sound recording 8 sound discs (ca. 9 hr.) : digital ; 4 3/4 in
& sound recording-nonmusical

Wihen the Chamber of Secrets is opened again at the Hogw
Wyizardry, second-vear student Harry Fotter finds himself ir
once more been released on the school,

| Copy Summary | Shelf Browser | MARC Record |

View copy information for all libraries

‘Library |Ca|lnumber ‘Aotions ‘Available |Checked0ut |Inprocess ‘Intransit ‘Reshelvi

*There are no copies in this location

- Relevant Subjects

Schools

""" Magic
""" England
Wizards
Animals, Mythical
""" U Children's audiohooks

""" Audiohooks
..... We”s

i Relevant Authars

""" Q Rowles, Raymond.
""" U Rawling, J. K.

""" a Rowling, Matjorie.

""" a romling

' Relevant Series
""" Q Harry Potter
=) [Everyday life series]
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If you are viewing copy information for all libraries and wish to view only copy information for
your library, click on View copy information for this location only. Located in the left frame are
Relevant Subjects, an expandable list of subjects related to the items associated with this record.
Clicking on a related subject launches a new catalog search based on that subject heading.

Title Details - More Actions

Another feature on Title Details is a drop-down menu labeled More Actions (see below). This

menu provides a convenient way to create new bookbags and to add titles to existing bookbags.
Flace Hold :tore Actions.. v

bdore Actions. .

|ennifer

Create anew bookbag

Searching from the Results Screen

When searching for author, subject, title or keyword in the Advanced Search mode, the search
results screen will display the type of search in the top left hand box of the screen. For instance,
a title search on harry potter and the prisoner of Azkaban, the search screen will display title:
harry potter and the prisoner of Azkaban in the search box in the top left of the screen.

Note: Spelling is important. In this example miss spelling Azkaban resulted in zero hits. Even
dropping a “t” in potter returned zero hits.

Text Size: Regular / Large =

|tit\e:hany potter and the prisoner of Azkaban Gol Keyword (v All Formats v Evensmhere v
Home Crawford County Public Library /nciuding resufts for PINES Consortium Limit to Available [ | Title: &ta Z v
Advanced Search Results 1- 10 of about 14 ({page 1 of 2) Start « » Available copies [ Total copies
My Account
¥ . This Branch Local Library Everywhere
ou are logged in as admin System
My Title Results S Harry Potter and the prisoner of Azkaban
b 1% ) o
& = Rowling, J. K. 0/0 0/0 0/0
¥ Relevant Subjects 1988 Arthur A, Levine Books | print i, 435 p. « il 24 cm
Wagic > Place Hold
England N
: Schoals Harry Potter and the prisoner of Azkaban
S wizards g 2. Rowting, J. K. 0/0 0/1 24742
) children's audiohooks : | p2000, £1999 Recorded Books | sound recording 7 sound cassettes (500 min.?) : analog
U Patter, Hany Fictitious characten o Place Hold

0 Hogwarls School of Wicheral and Harry Potter and the prisoner of Azkaban

If the user performs an author search on rowling, j k from the initial search screen, the results
screen would display author: rowling j k
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kewword: rowling | k Gol

Keyword » | | All Formats ¥ | | BEwvenmwhere A4
Crawford County Public Library inciuding results for PINES Consortium Limitto Available O | Title: Ato 2 v
Fesults 1 - 10 of about 66 (page 1 of 7) Start ¢ » Available copies [ Total copies

Local Library

This Branch System

Everywhers

100 more popular young adult authors biographical sketches and hi...

= Drew, Bernard A. (Bernard Alger) 070 0/0 0/0
f% 1st ed. | 2002 Libraries Unlimited | print xii, 379 p. il ; 26 cm.
"4

Place Hold

Exploring Harry Potter

Schafer, Elizabeth D.
Tt Am. ed. | 2000 Beacharn Pub. Corp. | print =i, 472 p. 2 ill; 24 cm.

\r Place Hold

Fantastic heasts and where to find them

2 Rowling, J. K.
1st American ed. | 2001 Arthur A Levine Books | print xxii, 42 p. 2l ; 20 cm.
w Place Hold

Fantastic heasts and where to find them

1 Rowling. J. K.
1st American ed. | 2001 Arthur A, Levine Books | print xxii, 42 p. 2l ; 20 cm.
w Place Hold

0/0 0/0 0/

0/s0 0/0 0/0

0s0 0/0 0/0

The same type of display will occur with a keyword or series search from the first advanced
search screen.

While in Advanced Search mode, the user can change the searches in the search bar to the left
by typing in a different value, i.e. author: faulkner

Faulkned Gol Author v | | All Formats ~ | | Evenywhere
Crawford County Public Library inciuding results for PINES Consortium Limit to Available [ | Title: Ata 2
Results 1- 10 of about 99 (page 1 of 10) Start « » Available copies [ Total copies
This Branch Local Library Everywhere
System

Absalom, Absalom!

Faulkner, William. a/0 940 070
| | print

r Place Hold

Abhsalom, Absalom!
| 1986 Yintage | print 313 p.

w Place Hold

The amazing voyage of Jackie Grace

Faulkner, Matt. 070 070 0/0
| 1987 Schalastic, Inc. | print [40] p. : chiefly cal. ill. ; 22 = 29 cm.

> Place Hold

Art today : an introduction to the visual arts

Faulkner, Ray Nelson 070 070 575

Sthoed. | [1262] Holt, Rinehart and Winston | print x, 542 p. 647 illus., B4 col. plates. 29 cm.
wr Flace Hold
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Searches can be done for keyword or series in the same manner. Users may also abbreviate the

search terms, i.e.
e au: for author. Note follow the abbreviation with a colon.
ti: for title
kw: for keyword
e se: for series

You may also combine searches by entering 2 or more search arguments at once in the search
box, e.g., au: faulkner ti: dying.

Search Filters

Search Filters

To the right of the Advanced Search screen are the Search Filters boxes and their lterm Forrm EE'C'L?OWC
associated drop-down choices that display additional filters. The user can search Large print

by Item Form (Braille, large print, microfilm, etc.), Item Type (books, audio books, ftern Type | Books
music, etc.), Literary Form (fiction, non-fiction, etc.), Language (English, Spanish, Advanced |quioRers o

French, etc.), and Audience (adult, juvenile or general). Item Type, Literary Form,

- 3" ) ) ) LiteraryForm | Mon Fician
and Audience can be further specialized using the Advanced links (in red). Advanced |Fion
Clicking on these links will provide the user with more specialized filters within Enieh
the broader category. When the advanced filters are displayed, the links to the Language Sporish

renc
left will change to Basic to allow the user to return to the basic filter choices.
Audience |Adult
Advanced |aents
Changing Shelving Location Shehing ggrc:;e
. , . Locati
Click on Search > for Copies by Barcode to get to the Item Status screen. Scan in 2O on Display

the barcodes. Scan 20 or less per batch, since the computer will likely freeze up if

you try to do more than that at a time. Select all of the items on the list by clicking on the top
item and then holding down the Shift key while you click on the bottom item.

Click on the Actions for Selected Items button and then select Edit Item Attributes.

On the Item Attributes screen, change the Shelving Location, to what you need the new shelving

location to be. Be sure to click on Apply, and wait for the screen to turn green to indicate that
the change has been applied.

Click on Modify Copies on the bottom right of the screen. You should get a pop up box that says

Copies Modified.

Check in Serial Items

This release of Evergreen does not support serials.

Circulation Reports

System functionality is improved through the use of regularly scheduled maintenance reports

used to keep data and records current. Reports are available for all types of records used in the

library. The following section describes some of the reports used in circulation to manage
customers and the Libraries’ collection.

Reports are scheduled to run immediately, or periodically. Distributions of the reports are
handled through email to designated authorities in each branch.
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Pull List for Hold Requests

Pull List for Hold Requests is available at any time by clicking Circulation > Pull List for Hold
Requests. This Window lists hold Items which need to be located at the branch to satisfy a
customer’s hold request. The process is described starting on page Pull Holds Report List page
121

MISSING/WITHDRAWN/DISCARD ITEMS WITH HOLDS

Since holds without and expiration date do not automatically expire, hold requests that are not
filled need to be reviewed after a time to determine if they can be filled in a different manner.
This report lists items that cannot be filled because there are no available copies in the system,
to fill the request. Refer to the section on missing hold items (page 123) for further information.

OLD TRANSITS FOR HOLDS

This report is sent to all Circulation Supervisors or Branch Managers every two weeks, and lists
items that have not been received from "in transit" to satisfy a HOLD. Refer to page Error!
Bookmark not defined. For further information.

OLD TRANSITS TO BRANCH FOR SHELVING

This report is sent every two weeks to the circulation email of each branch, and lists items that
have not been received from "in transit" for shelving at the home branch location. The report is
used to find items that may not have been received and reroute to the correct branch.

The receiving library needs to check its shelves to make sure the item was not shelved without
proper receiving/checking-in procedure. Any items found should be received and reshelved.

If the item is listed on two successive reports, then the owning library should mark the item
missing (page 128). This process requires proper record keeping, on the part of the responsible
staff person, so that previous reports can be searched for repeat items.

OLD TRANSITS FROM BRANCH FOR SHELVING

Similar to above, this report is sent every two weeks to branch’s circulation email, and lists items
that have been sent to another branch but not received from "in transit" for shelving at the
destination branch. The report is used to find items that should have been put in transit to the
home branch, but were, most likely, shelved at the non-owning branch in error.

The sending branch needs to check its shelves (including Hold Shelves) for the items to make
sure they are not at their branch in error. Any items found should be put in transit to the owning
branch.

CLAIMS RETURNED ITEMS
This report is sent monthly to the circulation email of each branch, and includes items that have
been claims returned for 3 or more months. Refer to page for further information.

MISSING ITEMS REPORT AFTER 1 MONTH

This report is sent monthly to the Circulation login of each branch, and includes items which
were Mark Item Missing (128) the previous month and allows staff to check for them again. The
items listed should be checked on the shelf to see if they can be found. The item may have been
out of place, or being used, or not on shelf at the time item was previously looked for.

Any items found should be checked in. Check to see if the item had been properly discharged
before shelving. Since no fines are created for the MISSING user, they can be checked in
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normally. ltems not found will remain on the list, and checked again at 5 months, prior to the
items being removed from the database.

MISSING ITEMS REPORT AFTER 5 MONTHS

This report is sent monthly to the Circulation login of each branch, and includes items which
were on the Missing Items Report 5 months ago and allows staff to check for them again prior to
the item being removed from the catalog record after 6 months of being missing.

The items listed should be checked on the shelf to see if they can be found. The item may have
been out of place, or being used, or not on shelf at the time item was previously looked for.
Any items found should be checked in. Check to see if the item had been properly discharged
before shelving. Since no fines are created for the MISSING user, they can be checked in
normally.

Iltems not found will be processed automatically, after 6 months, and removed from the
database.

MISSING/DISCARD ITEMS WITH BILLS

This report is sent monthly to the Circulation Supervisor or designated staff member for fines to
be removed from the items listed, and includes items that cannot be removed from the
database because there are bills on the items. The bills must be removed before the item can be
removed from the database.

Use Item search and display wizard and, searching by Item ID number, find the specific missing
copy in the Catalog record. Use the call Number/Item tab and bill tab to reveal the outstanding
bill.

Managing In-Transit [tems

Overview
From the menu toolbar, click the Admin link and then Local System Administration.

* 1: admin@BROOK-HQ-instructor.demo.gapines.org
File Edit Search

TabllTabngabngabglgltem StatuslTabglz Bib Record: PIN7102880 | € Local Administretion |9 On Shelf Pull stt|

| GrEack | | GoForward Print Page
b [\\?— H < 9

Local System Administration

Workstation Configuration Library Configuration Maintenance Reports
Global Font and Sound Seftings Closed Dates Editor Pull List for Hold Requests (Testing)
Printer Settings Editor Copy Locations Editor DPull List for Hold Requests (Classic) (Testing)
Library Settings Editor Reports
Non Cataloged Types Editor Cash Reports

Statistical Categories Editor

On this page, select Transit List on the bottom right of the screen. It will display all items
incoming and outgoing with a Print button. Print these out and troubleshoot all transits that
have not been completed in a reasonable time.

156



Beaufort County Library Circulation Training Guide

Show Transit Item Information
To view the transit information for a particular item, if it's on the Hold list for a customer, from
the customer's Holds list, add the following fields of information from the Column Picker:

» Transit Source (FROM library)

>
>
OR

Transitted On (Transit date)
Transit Destination (TO library)

To view transit information for an item NOT on a holds list,

>

>
>

Search for the title in the catalog, drill down to the title details level and locate the
particular item number that you want to investigate.

Highlight the item number and press Ctrl+C to copy the number.

In a new tab, press F5 to Search for items by barcode. Press Ctrl+V to paste in the
number and press Enter.

Click on the title to highlight it and click Actions for Selected Items.

Click Show Item Details. If the item is in transit you will see it the In Transit information.
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Appendix 1

How We Did It in Workflows How To Do It in Evergreen

Workflows Key Evergreen Evergreen shortcut

ﬁ;ECkDUt
£

Checkout Circulation > Checkout Items F1

Scan in card barcode

t&heckm

Discharge/Checkin % Circulation > Checkin Items F2
Scan in item barcode

EI‘IEM\.I
er
Renew User Charges e @ Search > For Patron By BarcodeF1
Click on Items Out button
Click on the items to be renewed
(To select several things at once hold
Shift key down while clicking)
Click on Actions for Selected Items button
Click on Renew
Click on Print Receipt if you need one

Renaw

Singl
Renew Single Item Itm[i@‘ Search > For Copies by Barcode F5
Click on item
Click on Actions for Selected Items button
Click on Renew
Click on Print Receipt if you need one

%ill s
Bill a User - @

Search > For Patron By BarcodeF1
Click on Bills button

Click on Bill Patron button

Select Billing Type

Type in Amount

Click Submit This Bill button

Appendix 1 Page 1



Beaufort County Library Circulation Training Guide

Pay

Eill
Pay Bill I%r\

Dizplay

Upear
User Display [f; &}
OR

Create

Uzar &’T
New User Registration

Madify
Uszser
Modify User a?
Copy
User
Copy User @

Renaw
Priw, qiE}
Renew Privileges
Rermove
Uzer .&
Remove User F-.

Search > For Patron By BarcodeF1
Click on Bills button

Select Payment Type

Type in amount of Payment Received
Click Apply Payment! Button

Search> For Patron by Barcode F1
Search> For Patron F4

Circulation> Register Customer Shift + F1

Search>For Patron by Barcode F1
Click on Edit button

Make needed changes

Click on Finish

Click on Save User button

Search>For Patron by Barcode F1
Click on Edit button

Click on Finish

Click on Save and Clone User button

Search> For Patron by Barcode F1
Click on Edit button

Click on Groups and Permissions
Type in the date one year from today
Click on Finish

Click on Save User button

Search> For Patron by Barcode F1
Click on Edit button

Click on Groups and Permissions
Uncheck the box next to Active
Click on Finish

Click on Save User button
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Add Brief
Title
Add Brief Title I\@;

Change
Ite

o (g

I
Change Item Barcode

Mark

Itern %
Mizz=,
[

Mark ltem Missing

Mark
Item
Lost
Mark Item Lost .

Place

Hold
Place Hold %

Circulation> Checkout Items F1

Scan barcode

Check to confirm

Click on Pre-Cat button
Type in Title

Type in Author

Click on Checkout

Cataloging>Replace Barcode
Scan old barcode in
Scan new barcode in

Cataloging>Show Copy Status by Barcode F5
Click on item

Click on Actions for Selected Items

Click on Edit Item Attributes

Next to Status, click and select Missing

Click Apply

Click Modify Copies

Search> For Patron by Barcode F1

Click on Items Out

Click on lost item

Click on Actions for Selected Items

Click on Mark Lost (by Customer)

Customer will automatically be charged price
of book or $25 if no price is listed

Search> The Catalog F3

Look up the item customer wants

If item has several parts or volumes,
Keep clicking on the title of the volume
wanted, until My Title Details is
highlighted in green on the left side.
Scroll down to Copy Status. Place hold
on each volume wanted.

Click on Place Hold button

Scan in user barcode

Click Submit (Place Hold For Me is only for
placing your personal holds.)
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Dizplay
User ﬁ
Display User Holds Helds . Search> For Patron by Barcode F1
Click on Holds button
Madify
User
Modify User Holds Holds d Search> For Patrons by Barcode F1
Click on Holds button
Click on item hold to be modified
Click on Actions for Selected Holds
Click on Find Another Target, Edit Pickup
Library, etc.
Fermouve

Uzser
Remove User Holds Helds ﬁ : Search> For Patrons by Barcode F1
Click on Holds button
Click on item hold to be modified
Click on Actions for Selected Holds

Click on Cancel Hold

Dizplay
Itarn
. Holds
Display Item Holds . Search> The Catalog F3
Look up book
Click on title twice
Click on Actions For This Record
Click on View Holds
To see who is on hold:
Click on hold
Click on Actions for This Hold
Click on Retrieve Patron
Madify
Item
Modify Item Holds ~ |7®'d# Circulation>Browse Holds Shelf
Click on item whose hold is to be changed
Click on Actions for Selected Holds
Click on action needed
Fermouve
Itermn
Remove Item Hold — : Circulation>Browse Holds Shelf

Click on item whose hold is to be removed
Click on Actions for Selected Holds
Click on Cancel Hold
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Trap

Hnldsﬁﬁﬁ?

Trap Holds Circulation > Capture Holds Shift + F5
Scan in barcode

Print receipt

Uszser
Claim W

. Retrnd
User Claims Returned =H

Search> For Patrons by Barcode F1
Click on Items Out

Click on item to be claimed returned

Click on Actions for Selected Items

Click on Mark Claimed Returned

Type in date returned

User
Lost

User Lost Card Card & Search> For Patrons  F4
Type in customer’s name
Click Search button
Click on correct customer in list
Click Retrieve Patron button
Click Edit button
Click Mark Lost (under barcode number)
Scan new card in
Also give customer their new PIN
Click Finish
Click Save User

Madify

Crue
Modify Due Dates e g Search> For Patrons by Barcode F1
Click on Items Out
Click on item to modify its due date
Click on Actions for Selected Items
Click on Edit Due Date
Type in new due date
Click OK

Mark
Tterm

Uszad

Mark Item Used Circulation> Use In-House Items F6

Scan item barcode
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Ephermeral
(1]

e

Ephemeral

Checkin

Bnnkd?
Check In Bookdrop Items S

Itern Searc

al_'udl %
Item Search and Display Displagp=

Check Item Status

Circulation> Checkout Items  F1

Click on triangle to left of the word Barcode
Click on Paperback Book

Click on Submit

Type in number of paperbacks

Click OK

Circulation > Checkin Items F2
Click in Effective Date box

Change date

Click in Barcode box

Scan in item barcode

Search > For Copies by Barcode F5
Scan barcode

Click on item

Click on Actions for Selected Item
Show Last Few Circulations

For item price:

Click View MARC

Scroll down to 020 field

If listed, price is in C subfield

Circulation > Show Copy Status by Barcode F5
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Appendix 2

State Abbreviations

State/Possession

Abbreviation

ALABAMA AL
ALASKA AK
AMERICAN SAMOA AS
ARIZONA AZ
ARKANSAS AR
CALIFORNIA CA
COLORADO CcO
CONNECTICUT CcT
DELAWARE DE
DISTRICT OF COLUMBIA DC
FEDERATED STATES OF MICRONESIA FM
FLORIDA FL
GEORGIA GA
GUAM GU
HAWAII HI
IDAHO ID
ILLINOIS IL
INDIANA IN
IOWA IA
KANSAS KS
KENTUCKY KY
LOUISIANA LA
MAINE ME
MARSHALL ISLANDS MH
MARYLAND MD
MASSACHUSETTS MA
MICHIGAN Ml
MINNESOTA MN
MISSISSIPPI MS
MISSOURI MO
MONTANA MT
NEBRASKA NE
NEVADA NV
NEW HAMPSHIRE NH
NEW JERSEY NJ
NEW MEXICO NM
NEW YORK NY
NORTH CAROLINA NC
NORTH DAKOTA ND
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NORTHERN MARIANA ISLANDS MP
OHIO OH
OKLAHOMA OK
OREGON OR
PALAU PW
PENNSYLVANIA PA
PUERTO RICO PR
RHODE ISLAND R
SOUTH CAROLINA SC
SOUTH DAKOTA SD
TENNESSEE N
TEXAS X
UTAH uT
VERMONT VT
VIRGIN ISLANDS Vi
VIRGINIA VA
WASHINGTON WA
WEST VIRGINIA WV
WISCONSIN WI
WYOMING WY
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Appendix 3

OPAC Modifications of Customer Records

Changing First-Time Password in the OPAC

After new Customer Records are created in the Staff Client, the first-time Customers log into
their accounts in the OPAC client The Customer will be asked to change the temporary 4-digit
password to a seven-digit password (including at least one letter). Passwords are case sensitive.
A Customer can access their account over the Internet by navigating to the Library’s OPAC and
clicking on My Account on the lower right of the screen below the search box.

Michigan _{|
EVE R"‘;‘&(((G REEN

—— Go

| Feywiord j | All Formats j

Basic Catalog (HTML onbk) | Help
Copyright @ 2008-2008 Georgia Public Library Service

FPowered byevernaneen

A log in screen will appear requesting the Customer’s username (library card barcode) and
password. The Customer needs to enter in their barcode and the 4-digit temporary password
that was generated at registration. Then the Customer clicks on the Login button.

Appendix 3 Page 1



Beaufort County Library Circulation Training Guide

——
Text Size: Regular f Large

M 4 ]
EVERAGREEN [ [T BT

Home Michigan Evergreen

Advanced Search I

Enter your username of library barcode l
Pasaword

Basic Catalog (HTML only) | Help
Copyright @ 2006-2008 Georaia Public Library Senice

Powered bysvencneen

A screen then appears prompting the Customer to enter a new password. First the Customer
must enter the temporary 4-digit password, followed by a new password and enter it a second
time to confirm.

The password must have at least seven characters in length and must include at least one letter
and at least one number.

Michigan g« | Text Size: Regular/ Large
SRR m— e Ere—e
Home Michigan Evergreen

Advanced Search '

This appears to he the firsttime you have logged in. You will need to change your password
The password must be atleast 7 characters in length, contain at least one letter {a-ziA-7), and
contain at least one numkber.

Enter your current password Ixx—
Enter the new password Im—
Re-type the new password for verification | *********** —1

Update Pagsword

Basic Catalog (HTML onlyy | Help
Copyright @ 2008-2008 Georgia Public Library Service

Powered byevenianeen

The Customer then clicks on the button labeled Update Password. If all is correct, a message will
appear stating that the password was successfully updated. The Customer then clicks on OK.
The Customer must log in once more using their ID and new password.
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Michigan ﬁgf( Text Size: Regularf Large
R
FVERTGREEN e | N a—
Home Dora
Advanced Search
Enter your username or library barcode
Password

Basic Catalog (HTML onlyy | Help
Copyright ® 2006-2008 Georgia Public Library Service

Powered iyevercneen

The Customer account summary screen then displays the customer record.

—
Michigan T'%((( Text Size: Regularf Large
R .
CVERAGREEN ST e — T —
Home Dora
Advanced Search I
Log out | Account Summary lterms Checked Cut Iterns on Hold Fines Account Preferences My Bookbags
‘fou are logged in as PO000
Name Ferdinand  Bull
Day Phone 123-456-7380
Evening Phone
Other Phane
Username Pa00o Change
FPassword (not shown) Change
Ermnail Address Change
Primary Identification 1 [117F)
Active Barcode Panoo
Home Library Cora
Account Creation Date 2008-11-13
Addresses
Address Type Sireet City County State Zip
MAILING 14 Pondview Drive Green Oak Livingston Il 48116

Customers may change the information in three areas:
e Username,
e Password
e Email address.

Changing the Username
The Customer username is changed by clicking on the Change button to the right of the
Username. The user is prompted to enter a new username and does so, then clicks on Submit.
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Michigan

Tex Size: Regular [ Large

;m This Branch =f

DAL m— ool oo
Home

Dora

Adwanced Search I

Log out | Account Summary | lterns Checked Out ‘ Iterns on Hold ‘ Fines ‘ Account Preferences ‘ My Bookbags
“ou are logged inas PO000D
MName Ferdinand  Bull
Day Phone 123-456-7800
Ewening Phone
Other Phane
Usemame P&000 Change
Enter new usernarme: l Submit Cancel I
FPassword {not shown) Change
Email Address Change
Frimary denfification 0098
Active Barcode Pa000
Home Library Daora
Account Creation Date 2008-11-13
Addresses
Address Type \ Street | City | County \ State |Z\p
MAILING ‘ 14 Pondwiew Drive | Green Oak | Liwingstan ‘ Ml | 48116

Changing the Password

The user can change the password by clicking on the Change button to the right of the password
slot (which is not shown). The user then enters the old password once and the new password

twice to confirm and clicks on Submit.

Michigan _\(/
EVERHNGREEN

Text Size: Regular/ Large =)

| Kepwond L= ][I 1 Formas SN Branch =

Homa Dora
Advanced Search I
Log out ‘ Account Summary | lterns Checked Out | Iterns on Hold | Fines | Account Preferences ‘ My Bookbags
“You are logged in a5 PO000

Mame Ferdinand  Bull

Day Phone 123-456-7280

Ewening Phone

Other Phone

Usemame P9000 Change

FPassword (not shown) Change

Enter current password: l—

Enter new passward l—

Re-enter new password, l—
Submit Cancal

Email Address Change
Primary Identification 0098

Active Barcode Pa000

Haome Library Dara

Account Creation Date 2008-11-13

Changing the email Address

Customers can change their email address by clicking on the Change button next to the email
address, entering a new email address at the prompt, and clicking on the Submit button.
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Michigan
EM.ER

Hame

Dora

RN e =

Text Size: Regularf Largel

;m This Branch _ﬂ

Advanced Search I

Log out
¥ou are logged in as PA00D

| account syummary | tems checkesout [ temsonHow | Fines | ccountPreferences | wyBookpags |
Mame Ferdinand  Bull
Day Phone 123-456-7890
Evening Phane
Other Phone
Username Pgooon Change
Paggward (nat shown) Change
Email Address Change
Enter new email address: I— Submit Cancel
Primary ldentification R [11° 1]
Active Barcode F3oon
Home Library Cora
Account Creation Date 2008-11-13
Addresses |I
Address Type Street City County State Zip
MAILING 14 Pondview Drive Green Dak Livingston Ifl 48118 I

Done
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Appendix 4

Offline Use

When the Evergreen server is unavailable it is time to switch over to off-line use via the Standalone

Interface.

Begin by clicking on the Standalone Interface button under the Offline Use group.
Evergreen Staff Client 3

=N

Startup f Shutdown

13

[About this client... I [ Open New Window ]

Server Workstation
Hostname demo.gapines.org BROOK-HQ-instructor

Status 200: OK |
Version 200 QK

m

Authentication Offline Use

Username i |§§tanda|one[nterface |

p ] [ ;
Passwor [ Export Transactions I

[Import Transactions]

Data loaded.

Sxul/rel_1_2/server/util/fancy_prompt.xul Default print templates set.
Saved print templates retrieved from file. Saved font settings

. = : This
will bring up the Evergreen Offline screen. The pink color is intended to identify that the workstation is
operating off-line. In the upper left-hand corner you will see a running clock. This time stamps each
transaction.

[ ——

Evergreen Offline

2009-03-20 16:27:02. CheckOut | | Renew | [InHouseUse| [ Checkin | [Registerpatron | [LostReceipt] [ it

Notice the navigation toolbar buttons on the top row including Check Out, Renew, In-House Use, Check
In, Register Patron, Last Receipt, and Exit.
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Evergreen Offline

Click on Check Out. This will bring up the Offline Check Out screen.

Step6) Finish

Standalone Check Out

Step 1) Check today's date above

or choose a non-barcoded option...
Step 5} Repeat Steps 3 and 4 until done.

[Checkout | [ Renew | [InHouseUse | | Checkn | [Register Patian | [LastReceipt| [ Eit
Standalone Check Out
Step1) Checktoday's date above. Count Frem Borcode Due Date
Step2) Enter the patron's barcode:
Check barcode? [
Step3) Enter the item due date:
2009-04-03
Step4) Enterthe item barcode:

or choose one of these [ |

[=]

Check barcode?  [7]

Print receipt? []

Cancel | [ save these iansactions |

Enter the customer barcode in the box labeled Step2: “Enter the customer’s barcode”.

Step 2) Enter the patron's barcode

Step 3) Enter the item due date:

Step 4) Enter the item barcode:

Step 3) Repeat Steps 3 and 4 until done,
Step 6) Finish

1530101474000

Check barcode?

2005-04-03

or choose one of these

or choose a non-barcoded option...

Print receipt?

(]

Cancel I [gavethesetransactionsl

-]

Check barcode? [7]

(]

[=]

your normal book circulation period (for example, DVDs)

In Step 3, there is a default due date. You can also enter a custom due date or can select from the drop-
down box. This allows you to set the due date for items that circulate at shorter or longer periods than
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Evergreen Ofline
|

greckow | genew | npwseuss | checkin | megster paron | psstrecer | et

Standalone Check Dut
Step 1) Checktodsy's date shove, Tanneces Tcom [DosDae I
Step 2) Enter the patron's barcode:
Chechbercade? [~
Step3) Enterthe ke de date:
z008-12-18

o choose o of these ]

Step 4) Encer the kem barcods:

Step 5) Repest Steps 3 and 4 urk dane.
Step6) Fhsh
Prnk recept? [

Gancel Sawe these transactons.

el st o |

In Step 4, you enter the barcodes for the items to be checked out. Notice that you can also use the drop-
down menu to choose a non-barcoded option. This is where you would enter things like paperbacks that
circulate without barcodes.

[
Evergreen Offline
2008-12-04 14:41:49 Check Out Renew In House Use | Check In | Reqisker Patron | Last Receipt | Exzit I
¢ Standalone Check Dut
Step 1) Check today's date above. Ttem Barcods | count | Due Dats =]
Step 2) Enter the patron's barcode:
PZ00
Check barcode? [
Step 3) Enter the item due date:
z008-12-18
of chaose one of these ¥
Step 4) Enter the item barcode:
G200 Enter
or choose a non-barcoded option... =l
or choose s non-barcoded option. . .
Step 5) Repeat Steps 3 and 4 untj| DORR - Bicycle
Step 6) Finish DORR : Mesting room rental
DORR : Puppet
DOR: : Puzzles
DORA : Sweater
DORR : haskethalls
TERIN : Shopping Basket
MLC : Fiction Books
MLC : Paperback Book
MLC : Umbrella

Click on Print receipt? to generate a check out a receipt for the customer and click on the button labeled
Save these Transactions.
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Evergreen Offline

Step 2} Enter the patron's barcode:

Step 3} Enter the item due date:

Step 4) Enter the item barcade:

I Fzo0

Check barcode? [~

I z008-1z-1%8
I of choose one of these ™

I GZ00 Enter |

Step 5) Repeat Steps 3 and 4 until dane,
Step B) Finish

of choose a non-barcoded option, ., j

Check barcode? [~

Print receipt? [y -

Cancel | §avathesetransactiuns|

2005-12-04 14:45:45 Check Ouk Feenew In House Use | Check In | Reeqgister Patran | Lask Receipt | Exjt |
~ Standak Check Out
Step 1) Check today's date above. Ttem Barcode [ court: | Due Date IE

Checking in is accomplished in the same way, except that you use the Check In button to start the

transaction.

Evergreen Offline

2008-12-04 14:53:11 | Check Out | Renew In House Use Check In Register Patran Last Receipt | Exit |
~ Standal Check In
Step 1) Check today's date shave, Item Barcode (=]

Step 2} Enter the item barcads:

Step 3) Repeat Steps 2 until done.,
Step 4) Finish

| C1o00| Enter |

Check barcode? [~

Print receipt? [

Cancel Sawe these bransactions

You can register a customer by clicking on the button labeled Register Customer and entering all the
information requested. Then click on the Save Patron Registration button in the lower right of the

screen.
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Evergreen Offline

2003712—0414:57:25| ;he:kOut| Renew | InHouseUse | CheckIn Register Patron | Last Receipt Exit

¢ Standalene Patron Registration

Homss Lbrary: [ Dors =l
Frofils: I_USE,S -
Mew Barcode: 1001 Biling Address

Line 1 oo
TR — 2323 Shipping Lane

Line 2 l—
Last Name: Student City Brightan
First Mame: o State I—MI
Date of Birth (YYVY-MV-DD): |—1990—12—14 Postal Code l_"SI 16
Ident Type: Drivers License -
Tdent Value: MI-1234567689012

Cancel Save patron registration

Click on Exit in the upper right and go to the next customer.

Uploading offline transactions

Once you are able to connect to the server, you need to upload the offline transactions. It is good
practice to do this as soon as possible.

Once you can connect to the server, there are 3 steps to uploading offline transactions:

1. Creating a session
2. Uploading transactions
3. Processing transactions

Once the network has come back up, a local system admin must first create a session before uploading
transactions. Then, staff can upload transactions from each of the workstations used in offline circ to
that session. Once all of the branch workstations have uploaded their transactions to the session, the
manager will process all the transactions from all the workstations at once.

NOTE: Circ Staff uploading transactions to the session does not put the transactions into the Evergreen
database. The transactions will not be sent to the Evergreen database until the manager processes the
session.

Create a Session
1. Loginto Evergreen with a local system admin username and password.
2. From the menu bar, select Admin (-) > Offline Transaction Management.
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3.

‘ Offline Transaction Management \
Download OFffline Patron List

Operator Change: New

Local System Administration
User Permission Editor
Receipt Template Editor
Survey Wizard

For developers (-)...

The Offline Transactions screen will open. Previously created sessions will be listed in the Offline
Sessions section. Otherwise, the Offline Sessions section will be blank.

In the upper Offline Sessions section, click on the Create button to create a new session.

1: tara@BTE-tara.training.sitka. bclibri

File

Edit Search Circulation

1 Offline Transactions i

Cataloging

~ Offline Sessions -
[ Refresh @

—

Enter a name for the session, like “Snowstorm 2008-12-15". Click OK.

The page at http://training.sitka.bclibrary.ca says:

LX)

;)‘)/ Please enter a description:

Snowstorm 2008-12-15|

| OK{}J | Cancel

In the Offline Sessions section, highlight the session you just created. An Uploaded Transactions
section will appear in the bottom of the screen. Initially, this section will be empty.
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* 2: tara@BTE-tara.training.sitka.belibrary.ca

File Edit Search Circulation Cataloging Admin () Help

1 Offline Transactions

Offline Sessions

[ goen

Description Date Created Upload Count Transactions Processed Processing? Date Completed o)
Snowstorm 2008-12-15 2008-12-15 1431 0 0 No

2008-12-15 2008-12-1511:23 1y 3 Completed 2008-12-1511:33
2008-12-04 2008-12-0411:02 1 1 Completed 2008-12-04 1103
offline aug 19 2008-08-1915:08 : ! 3 Completed 2008-08-19 15:08
augl9 2008-08-19 1351 1 4 Completed 2008-08-19 13552
Monday Aug 18 2008-08-1810:39 0 0 No

augl8 2008-08-18 10:39 1 2 Completed 2008-08-18 10:40
June 23rd moming 2008-06-24 09:47 1 3 Completed 2008-06-24 1016
james test 2008-05-1210:01 1 3 Completed 2008-05-1215:11

7. Inform library staff that the session has been created and what the session name is.

Upload Workstation Transactions to a Session
Wait until the local system admin has created a session and told you that it's ready for your upload.
There may be several sessions shown on the Offline Transaction Management screen, so you'll need the
name of the correct session from your local system admin.

1. Loginto Evergreen with your normal username and password.

2. From the menu bar, select Admin (-) > Offline Transaction Management.

3. The Offline Transactions screen will open. You should see at least one session in the Offline

Sessions section. You will see old sessions listed there as well.
4. In the upper Offline Sessions section, highlight the correct session, and then click Upload.

¥ 2: tara@BTE-tara.training.sitka.bclibrary.ca

File Edit Search Circulation Cataloging Admin (-) Help

1 Offline Transactions

 Offline Sessions

Refresh ]l Create l ’ Process

Description Date Created Upload Count Transactions Processed Processing? Date Completed

3 ] : 0 0

2008-12-15 2008-12-1511:23 1 3 Completed 2008-12-1511:33
2008-12-04 2008-12-04 11:02 1 1 Completed 2008-12-04 11:03
offline aug 19 2008-08-1915:08 1 3 Completed 2008-08-1915:08
augl9 2008-08-1913:51 4 4 Completed 2008-08-1913:52
Monday Aug 18 2008-08-18 10:39 0 0 No

augl8 2008-08-18 10:39 1 2 Completed 2008-08-18 10:40
June 23rd morning 2008-06-24 09:47 1 3 Completed 2008-06-24 10:16
james test 2008-05-1210:01 3 3 Completed 2008-05-1215:11

NOTE: You will need to do this for each workstation you use for offline circulation. If your library has
more than one workstation that is used for offline transactions you will see the other workstation
sessions that have already been uploaded.
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5. The Uploaded Transactions section should now list your workstation. You may need to click the
Refresh button for it to appear. Also, in the Offline Sessions section, the value in the Upload
Count column should have been increased by 1.

[E=""ar X

% 2: tara@BTE-tara.trainingsitka.bdlibrary.ca [
File Edit Search Circulation Cataloging Admin (-) Help

1 Offline Transactions‘

- Offline Sessions
Refresh | [ Creste | [ Process " Upload
Description Date Created Upload Count Transactions Processed Processing? Date Completed ®
2008-12-15 2008-12-1514:31 1 0 No
2008-12-15 2008-12-1511:23 1 3 Completed 2008-12-1511:33
2008-12-04 2008-12-0411:02 1 1 Completed 2008-12-04 11:03
offline aug 19 2008-08-19 15:08 1 3 Completed 2008-08-19 15:08
augl9 2008-08-1913:51 1 4 Completed 2008-08-19 13:52
Monday Aug 18 2008-08-18 10:39 0 0 No
augl8 2008-08-1810:39 1 2 Completed 2008-08-18 10:40
June 23rd morning 2008-06-24 09:47 1 3 Completed 2008-06-24 10:16
james test 2008-05-1210:01 1 3 Completed 2008-05-1215:11
~ Upl for 2008-12-15
The transactions from the following workstations have been uploaded, but not When all expected ions are present here, use the Process button above.

Date Uploaded Workstation

BTE-tara

Let your local system admin know that your transactions have been uploaded to the session.
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Appendix 5

My Bookbags

My Bookbags is a feature that allows the customer to save lists of books and other library materials.
These lists can be private to the customer or can be shared with others via RSS. Customer bookbags are
created and viewed through the OPEC via the customer account screen by selecting My Bookbags.
Notice that the first time this screen is displayed by the customer, there will be a message: “You have

not created any bookbags”.

E‘g Q\ZE. ﬂegu ar! Earge

Michigan ql;f(
R N =
Home

al Library System ;ll

Dora

Advanced Search

Log out | Account Summary | ltems Checked Out | ltems on Hold | Fines | Account Preferences |

My Bookhags

You are logged in 25 P164

You have not created any bookhags
My Bookbags

Name # lterns Shared | Share /Hide |

Delete this bookhag?

Create a new Bookbag

Enter the name ofthe new Bookbag:

Share (Help) Yes ' Mo @ Submil

Basic Catalog (HTML only) | Help
Copytight @ 2008- 2008 Georgia Public Library Service

Powered bycveroncen

Enter the name of the bookbag, click on whether to share (Yes or No) and
Click on Submit.
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Michigan _|( Text Size: Regular f Larae

gean
EVERTIGREEN e s St 2]

Home

Dora
Advanced Search I
Log out | Account Summary | ltems Checked Out | Items on Hold | Fines | Account Preferences | My Bookbags

‘fou are logged in as P164

You have not created any hookbags
My Bookbags

Name # Items Shared [ Share / Hide [ Delete this bookbag?

Create a new Bookbag
Enter the hame ofthe hew Bookbag: IEnnks to Fead

Share (Helpd Yes ¥ to | Submit

Basic Catalog (HTML only) | Help
Copyright® 2006-2008 Georgia Public Library Service

Powered bysvenicneen

The first time a customer creates a bookbag, a privacy warning will appear as shown in Figure 139.
Michigan _ Text Size: Regular f Large

AL E— e Do e

Harme

Dora
Advanced Search I
Log out | Account Summary ‘ ltems Checked Out lterns on Hold Fines | Account Preferences My Bookbags
You are logged in as P129 The page at https://training.michiganeyergreen.org says:
2
:}/ Warning: Adding items to a bookbag creates a link between you and the

items in the database. The contents of the bookbag are MOT publichy
wiewable unless the bookbag is shared. However, if you prefer not ta
— have any link bebween your patron record and & particular item or items,
we suggest that you do not place said items in a bookbag or that you
avaid using bookbags &ll together. Thank you.

: Cancel |

Basic Catalog (HTML onkd | Help
Copyright @ 2006-2008 Georgia Public Library Serice

Powered byevernioreEe N

Figure 139 Privacy Warning Message

Click on OK.

The bookbag has been created.

The customer can immediately begin adding content to their bookbag after creating the first one in My
Account. They can also return later and add content as long as they are logged in. The prompt will not
appear unless the customer is logged in. There is a message to the left of the search screen if the
customer is logged in.
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T

= R
SVEIOREEN e e I

y
;m Local Library System ;Il

Horme

Dora Inclucding reswits for Training System

Advanced Search

Lirnit to wailakls [ I Sort Results by Relevance

[

Results 1- 3 of about3 {page 1 of 1)

Lagout

=0 Murray, Julie

‘@

Results 1-3Jofaboutd (page 1 0f 1)

Place Hold

"_9\ Relevant Series

Thiz Branch Systam Everywhere
You are logoed in as P164 Great danes
Miller, Connie Cohwell
| 62007 Capstone Press | print 24 p.;col il ; 19 cm. 1 1 1mn
B Relevant Subjects @ Place Hold
D Great Dane GreatDanes
[ Dogs & Murray, Julie
o | £2003 Abdo Pub. Go. | print 24 p. - col. iIl.; 21 em. 34 38 s
a_d Relevant Authars @ Place Hold
U Fiedler, Jutie. S_W;‘Djﬂles
]j " . leqler, Julie.
Miller, Connie Colwell 1sted, | 2006 Powerkids Press | print 24 p.: col. ill.; 24 cm. o o o

Auvailable copies ! Total copies

Local Library

-0 Dogs Sety
D) penble Dogs
=0 Tough dogs

Few hits were refurned for your search

Mayhe you meant: great Danes

You ray also wish to expand your search range to; Everywhere

-

When a customer is logged in, there will be a drop-down box prompting to choose More Actions to the

right of the selected record (next to the Place Hold link).

Advanced Search

Michigan |/ [,( Text Size: Regular/ Large
- R’A‘

Y RN e T o I s et

Home Dora

Result2 of 3

My Account
Log out

Title Great Danes
You are logged in as P164 Author Murray, Julie
ity Title Results 15BN 1577658236
Edition
Publication Date c2003
= Relevant Subjacts Publisher Abdo Pub. Co.
= Dogs Physical Description| print 24 p.:col il ; 21 cm
~1) GreatDane Farmat 10 text
z Abstract An introduction to the physical characteristics, beahvior, and proper care of Great Danes.
™ Relevant Series

=0 Dogs Sety

| Copy Summary | Shelf Browser | Reviews | MARC Record |

Wiew copy information for all libraries

[Lrary |Cannumber |Acli0ns |Avai|ab|e |Checkedou1 |mprocess ||ntransn ‘Reshelvin
Training System
detsil

e ‘ 3 ‘ ‘ D ‘ 1 ‘

browse

‘ Dora ‘536.?30000

o |On holds shelf ‘On order |

When the customer clicks on the More Actions, there will be two choices:
» add to any existing bookbags,
» Create a new bookbag.
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Michigan

Harme

Advanced Search

Nty Account

Log out

You are logged in as P164

Al
R R N e -

R ———
Text Size: Regularf Large

;m Local Library System ;"

Dora

Result 2 af 3

Stat =< == End

More Actions

My Title Results

[EH Relevant Subjects
~» D pogs

“UJ GreatDane

‘?'\ Relevant Series
=0 Dogs Sety

Title Great Danes tare Actians...
Author Murray, Julie
SRR Edition
Publication Date c2003 Create 8 hew hookbag
Fublisher Abdo Pub. Co.
Physical Description| print 24 p.: col.ill. ; 27 cm.
Format 0 text
Abstract Anintroduction to the physical characteristics, beabwior, and proper care of Great Danes.

[ copySummary | SheBrowser | Reviews | MARC Record |

View copy information for all libraries
|Lihraw |Ca|lnumher ‘Actimns |Avai\ah|e |Checkednut |Inprncess |\ntransit |Reshe|ving |Onhm|dsahe|f |Onnrder|

Training System

details
hrowse

‘ Dora ‘EBE.FBUUUU

3 ‘ 0

Once the customer chooses to either add the title to an existing bookbag or place the title in the new
bookbag, a message will appear saying “Item successfully added to bookbag.” The customer then clicks

on OK.

EMI\?hIEaF{__g‘
Home
Advanced Search
My Account
Log out
ou are logged in as P164

=1/
CREEN e o

—
Text Size: Regular i Large

;m Local Library System ;"

I ity Title Results

EE Ralevant subjects
e D pogs

“0 Great Dane

‘?} Relevant Series
=0 Dogs Sety

Dora
Result 2 of 3 Start == == End
Title Great Danes
Author Wfurray, Julie
LEEE e
W omear oaNES .:n ISBN g ining.michiganevergreen.org... [E3
[
[
Fubli Item successfully added to bookbag
: (N
. Fubli
! oo
Forrr
Ahstract | Anintroduction to the physical characteristics, heahvior, and proper care of Great Danes.

| Copy Sumrmary | Shelf Browser ‘ Reviews | MARC Recard |

View copy information for all libraries
[Liorary [catinumber [actions |available [Checkedout [inprocess [ntransit |[Reshehing [on holds sheir | on order |
Training System

details

browse

‘ Dora ‘636.730000

o
=

The customer can then execute additional searches and add titles to bookbags or choose to add more
titles at a later time. A bookbag can be as big as the customer likes, and there are no limits on how many
bookbags they can create.

Appendix 5 page 4



Beaufort County Library Circulation Training Guide

Michigan

Home

—
Text Size: Regular/ Large

2 |
e ey —

;m This Branch ;II

Dora
Advanced Search
My & ; Result6of13 Stat =< == End
CCOUN "
Y Mare Actions
Log out "
Title Mutty as a fruitcake : a bed-and-breakfast mystery Mare Actions...
You are logged in as P164 Author Daheim. Ma —
A Add 1o hookbag
My Title Results 15BN 0380778783
Edition _
) Publication Date 1996 Create a new bookbag
EF: Relevant Subjects Publisher Avon Books
=0 Bed and breakfast Physical Description | print 266 p.; 18 cm.
accommadations Format ':Q texd
Abstract

| Copy Sumrmary ‘ Shelf Browser | Reviews | Excerpt | MARC Record ‘

View copy information for all libraries

Training System

details

fiiction brovwse

‘ Dora

=1
=

|Lihranr |Ca|lnumber |Actinn5 |A\tai|ahle |Checkednut |Inpmcess |Intransit |Heshelwng

|On halds shelf |On arder ‘

Michigan | 0, T ﬂegu ar,Earge
R .
FVEIGREEN | ETe— i —]
Home Dora
Advanced Search
My A " Result&of {13 Statt == == End
CCoun
'
Log out " -
Title Mutty a5 a fruitcake : a bed-and-hreakfast mystery
You are logged in as P164 Author Daheim, Mary
My Title Results ISBN i T
e g 111 page at htt raining.michiganevergreen.org... [E3
Edition
; Puhlication ] Irem successfully added to bookbag
f;: Relevant Subjects e Fublisher =
1) Bed and breaktast ke Ph
ysical D
accommodations Format
Abstract

| Copy Summany | Shelf Brawser | Reviews ‘ Excerpt | MARC Record |

View copy information for all libraries

Training System

details

ffiction browse

‘ Dora

0 ‘ ] ‘ 1

|Libranf |Ca|lnumber |Acti0ns |Avai\ab|e |Checkeduut |Inprocess |Intransit |Reshe\ving |0nh0|dsshe\f |0n0rder|

The customer can review the contents of their bookbag at any time from My Account. Each bookbag is
listed by name with the number of items, whether it is shared or not, and options are given to either
show or hide the bookbag and to delete it. The show or hide options and the option to delete are

exercised by clicking on the links for each.
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Title Authors
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The whispering statue Keene, Caralyn.

remove
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Copyright @ 2006-2008 Georgia Public Library Service

Powered byevercneen
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The titles will remain in the bookbags until deleted by the customer. Deletions are done by clicking on
the remove link next to each title in the bookbag. Bookbags themselves are also deleted from the My

Account screen by clicking on the Delete link next to the book bag entry.
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Appendix 6

Frequently Asked Questions

Buckets--Buckets provide a method of grouping items together for the purpose of making a change or
changes to those records in a batch. For example, a collection of books that contain holiday recipes: in
October, you’d like to collect those item records for those books, and make a couple of changes to them
(like making the shelving location “display” and changing the loan period to “short”). In January, you'd
like to take that same group of books and change them back to regular shelving locations and a normal
loan period. When you can collect those items in a “bucket”, you can make those kinds of changes
quickly, without having to individually change each record.

Age-Protection--When a book is cataloged, it may be given an age protection of 3 months, which limits
it to holds only by customers registered at its home library for the interval and then only to customers in
the library system to which the owning library belongs for another 3 months. (Iltems set for 3 months are
automatically set to 6 months at the end of 3 months unless unset manually.) Or, it may be given an age
protection of 6 months, which limits it to customers registered in library system to which the owning
library belongs. Evergreen will generate a message that turns down the hold if the customer is not
eligible for some reason. Staff members can place holds on age-protected items that are owned by their
own library for any customer from within the Evergreen staff client. You can see the age protection in
two places: in the item attributes field in the staff client and in the item details area in the Catalog
window. You must also look at the item entry date to see if the age protection has expired.

Claims Returned Count--Will claims return items come off a customer’s account if the item is found?
Yes and no. Yes--from the Customer Summary (on the left side of the page); this count reflects ACTIVE
claims returned.

No--from the customer’s record in the Groups and Permissions section. This reflects the number of times
a customer has claimed that he has returned an item.

If a Claims Returned item is checked in, a message will appear telling you the item had been Claimed
Returned, asking if you want to “force this action”. Clicking Yes will check in the item. At that point (on
the check-in screen) you’ll want to investigate. Click on the item, go to Actions for Selected Items, and
click Show Last Few Circulations. Click Retrieve Last Patron. In the customer’s record, you’ll see in the
customer summary section (on the left side) that the claims returned is gone (or has dropped by 1).

In the customer record itself, going into Edit and Groups and Permissions page you'll still see the Claims
Returned count there unchanged. At this point you can manually drop the count by one if you wish then
Finish and Save the record.

Customer OPEC Messages--What does “Fines Accruing” mean in My Account? It means the
item is still out, overdue and the fines are adding up.
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N
Overdue Materials
Title: Author | Checkout Date Due Date Date Returned Balance Owed
Writing from within : 2009-03-18 2009-04-01 {fines accruing) §0.20
The black-white test score gap Jencks, Christopher. 2008-03-11 2008-03-13 {fines accruing) §2.00
Pakistan The people Black, Carclyn. 2009-03-11 2008-03-13 {fines accruing) §2.00
The book of pressed flowers Black, Penny. 2009-03-09 2008-03-22 LOST $28.60

Are the circulation policies based on the owning library or the circulating library? --The
circulation policies are all based on the circulating library. So, if an Anderson customer requests a book
from Beaufort and then checks out that book from Anderson, then Anderson's circulation policies will be
in effect. However, if that same Anderson customer travels to Beaufort and checks out the same book
directly from a Beaufort branch, then Beaufort's circulation policies will be in effect.

Can we set age protection to 1 year if we want?--Yes, you can change the duration and range of
protection. These are configurable. Also, our current protection rule of 3 months implies branch level
protection for 3 months and then system (county system) level protection for an extra 3 months. So, you
really end up with 6 months protection. The 6 month protection is to protect the item at the branch
level for 6 full months.

Is there a way to place holds on multiple item(s) and group them together as in Sirsi’s Blanket
Hold?--This function would specify that once a hold is filled for one item all other items in this group
would be taken off their hold request for that group, which is useful for summer reading requests when
a student just wants to read one of any number of possible books. Evergreen does not have this
functionality, and so far it's not planned for development.

Hold slips and transit slips print automatically. Is there a way to “turn off” transit slips so only
hold slips are printed? --No, you cannot turn off transit slips without turning off hold slips. Transit,
hold and hold-transit slips are all merged together. However, if you choose not to auto print the slips,
you will be prompted to print the slip and you can choose whether or not to print a specific slip.

Do email notices go automatically to those with email addresses and print notices, therefore,
go just to patrons without email addresses? -- Evergreen currently has hold and overdue notices.
The holds notification preference that is available right now only allows for email or phone notifications.
So, if the person has an email and allows email notifications, then they'll always get an email about their
available holds. If they don't have an email or if they've selected phone as their preference, then a
report can be run to indicate which users need a phone call about their holds. The phone option will
eventually work with telephony once that is developed so the system can automatically call them.
Having customers indicate their preference for receiving email or print notices is not planned but could
be developed and integrated into a future events manager.

SC Lends Fines SC LENDS Libraries will keep all their own circulation fines and fee policies. The check-
out library’s fine schedule will apply to any item checked out through that library, regardless of where
the item comes from. Fines collected will not be transferred between libraries. The price of lost items
will be collected and transferred back to the home library. However, if lost item fees cannot be
collected, it will be considered a cost of doing business, and no library will be charged for not being able
to collect on an item.
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SC Lends Customers Customers in good standing with their home library can borrow from the
consortium. Customers above the fine or overdue limit within their home library system will be blocked

from borrowing from all SC LENDS libraries regardless of the fine or overdue limits of the other library
systems.

ILL SC Lends limitation ILL’s are only allowed to be initiated by customers from within their own
System’s libraries.

“I already paid that bill last week! Evergreen keeps a history of paid bills that reaches as far back as

the patron’s history with us. Click the “history” button under summary at the top left to deal with this
situation.
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Appendix 7

CVS Files

CSV stands for Comma Separated Values, sometimes also called Comma Delimited. A CSV file is a
specially formatted plain text file which stores spreadsheet or basic database-style information in a very
simple format, with one record on each line, and each field within that record separated by a comma.
Evergreen uses CSV files as a simple way to transfer information between programs, without worrying
about special file types.

You can export information from the Evergreen staff client and import it into Excel or other programs
compatible with CSV files. Excel will enable you create your own lists and manipulate them however
you need.

The Export button is found in many Evergreen windows. For example, on the Holds Shelf window, at the
bottom, there’s a Print button and an Export button. If you just want to print out a list of what you see
on screen, choose Print. But if you want to create your own list and work with it in Excel, choose Export.
After choosing Export, you will see a window pop open that presents what looks like a very disordered-
looking version of your list. This information has automatically been copied by the export function.

It needs to be transformed before it can be imported into excel. In this example, use Notepad to prepare
the file for Excel. Open Notepad and in a blank page, press Ctrl+V (paste). All the data you just exported
will be pasted into Notepad. Save the Notepad file where you can easily find it, with a file name you
recognize. It should save as a.txt (text) file®.

Open Microsoft Excel and Click File > Open. Browse to where you saved your text file of exported data.
In order for the Excel File Open command to you text file listed, change the Files of Type to All Files (*.%*).
Now you’ll see your text file listed. Click on it and then click Open.

Excel recognizes that you are trying to read a text file and invokes the Text Import Wizard.

> In Step 1, leave the defaults as they appear and click Next.

» In Step 2, click to select Comma as a Delimiter. (This means that commas separate the individual
pieces of information, which you want Excel to separate into columns.) There’s probably a check
mark beside Tab, you can leave that.

» Keep going with the defaults then click Finish.

Now your exported data is separated into columns and rows in Excel.

When the data to be displayed is too wide for the column it’s in, Excel displays the contents of the cell as

HiHHHHE. If you see a cell displaying ##t###### instead of information, just widen the column.
Either click on the vertical line, separating the column headings, and drag it right or left (to
expand or narrow the column), or double-click on the same vertical line, and the column will
auto-expand to the width of the longest piece of data in the entire column.

If you are showing an item number or a patron number in your data, it will appear as something like

2.1019E+13 or 3.1019E+13.
Right click on the column header — That’s the letter that is at the very top of the column. The
whole column should highlight. Left click Format cells. The Number tab should be open. Under
Category, click Number. Just to its right, find Decimal Places: click the down arrow under it
shows 0. Click OK. You'll see that the numbers now look like Patron or Item Numbers.

® Note: if you try to directly paste the output of evergreen into Excel, without first converting it into a
text file, excel will be unable to display the data in individual cells.

Appendix 7 page 1



